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Statement  of  Nondiscrimination  Policy 


It  is  the  policy  of  the  North  Carolina 
School  of  Science  and  Mathematics  not  to 
discriminate  in  its  enrollment  and 
employment  practices  on  the  basis  of 
sex,  race,  age,  handicap,  religion,  or 
national  origin. 


The  North  Carolina  School  of  Science  and  Mathematics 
An  Affiliate  School  of  the  University  of  North  Carolina 
P.0.  Box  2418,  Durham,  N.C.  27705 


INTRODUCTION 


The  Faculty/Staf f Handbook  is  designed  to  provide  a ready 
reference  for  standard  policies  and  procedures  of  the  School 
which  affect  faculty  and  staff.  The  STUDENT  HANDBOOK 
contains  information  more  directly  affecting  students  and 
should  be  used  along  with  this  handbook. 

The  state  employee's  handbook,  WORKING  FOR  NORTH  CAROLINA, 
is  referred  to  for  specific  personnel  policies  and  should 
also  be  used  along  with  this  handbook. 


Charles  R.  Eilber 
Director 


Principal 


November  1985 
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1.0  MIS  SON  AND  GOALS 


The  mission  of  the  North  Carolina  School  of  Science  and  Mathematics 
is  to  enable  academically  gifted  students  to  grow  intellectually, 
physically,  emotionally,  and  socially  through  an  exemplary  living 
and  learning  program  centered  on  science  and  mathematics,  and  to 
extend  the  potential  for  such  growth  to  students  throughout  the 
State  of  North  Carolina. 

Hie  North  Carolina  School  of  Science  and  Mathematics  shall  foster 
the  educational  development  of  North  Carolina  high  school  students 
who  are  academically  talented  in  the  areas  of  science  and 
mathematics'  and  show  promise  of  exceptional  development  through 
participation  in  a residential  educational  setting  emphasizing 
instruction  in  the  areas  of  science  and  mathematics;  to  develop, 
evaluate,  and  disseminate  experimental  instructional  programs;  and 
to  serve  all  schools  of  the  State  through  research  and  outreach 
programs .* 


MAJOR  GOALS 


Academic 

Goal  1:  Improve  student  performance  in  science,  mathe- 

matics,  and  general  scholarship  and  the  ability 
to  deal  with  complex  issues  involving  social, 
political,  artistic,  and  technical  areas. 


Residential 

Goal  2:  Expand  the  educational  experience  through  a 

living  and  learning  residential  environment. 


Admissions 


Goal  3s  Improve  identification  of  students  with  high 
potential  in  science  and  mathematics. 

Outreach 

Goal  4:  Improve  the  teaching  of  science  and  mathematics 

in  North  Carolina  secondary  schools. 


^Senate  Bill  182,  passed  by  the  North  Carolina  General  Assembly, 
July  1985. 
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CONTRIBUTING  GOALS 


Guidance  and  Counseling 

Goal  1:  Heighten  career  aspirations  of  students, 

particularly  in  fields  related  to  science 
and  mathematics . 

Advocacy 

Goal  2:  Promote  local  attention  to  the  scholarly 

needs  of  high  potential  students  K-12  and 
improve  services  to  the  academically  gifted. 

Evaluation  and  Research 

Goal  3:  Improve  the  ability  of  NCSSM  to  evaluate 

programs  and  conduct  research. 


ORGANIZATION 

ORGANIZATION 


ORGANIZATION 


ORGANIZATION 
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2.0  ORGANIZATION 


Effective  July  1,  1985  the  North  Carolina  School  of  Science  and 
Mathematics  was  established  as  an  Affiliate  School  of  the  University 
of  North  Carolina.  The  Board  of  Governors  of  the  University  of 
North  Carolina  has  final  responsibility  for  the  direction  and 
operation  of  the  North  Carolina  School  of  Science  and  Mathematics 
under  provisions  of  Senate  Bill  182. 


t 

' 


North  Caroline  School  og  8c»«oce  and  Mathematic* 

ORGANIZATIONAL  CHART  2 
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2.2  Boards 

THE  UNIVERSITY  OF  NORTH  CAROLINA  BOARD  OF  GOVERNORS.  The  Board  of 
Governors  of  the  University  of  North  Carolina  consists  of  32  members 
elected  by  the  General  Assembly  and  is  charged  with  "the  general 
determination,  control,  supervision,  management,  and  governance  of 
all  affairs  of  the  constituent  institutions."  The  chief  executive 
officer  of  the  University  is  the  President. 

Each  of  the  present  16  constituent  institutions  has  a Board  of 
Trustees.  The  Boards  of  Trustees  have  extensive  authority, 
exercised  principally  by  delegation  from  the  Board  of  Governors. 

The  North  Carolina  School  of  Science  and  Mathematics  is  an  affiliate 
school  of  the  University  of  North  Carolina. 


THE  NCSSM  BOARD  OF  TRUSTEES  is  a 25-member  board  made  up  of 
appointees  by  the  University  of  North  Carolina  Board  of  Governors, 
the  Governor,  President  of  the  Senate,  and  Speaker  of  the  House. 
Chief  academic  officers  of  three  constituent  Institutions  and  the 
chief  academic  officer-  of  a private  college  or  university  in  North 
Carolina  serve  as  ex  officio  members.  The  Board  elects  its  own 
chairman  and  vice-chairman,  and  the  Director  of  the  School  serves  as 
Secretary.  The  Board  meets  at  least  four  times  each  year. 

The  Board  of  Trustees  is  responsible  for  the  organization, 
management  and  operation  of  the  School.  It  is  authorized  to  employ 
the  administrative  staff  and  faculty  and  to  carry  out  all 
responsibilities  of  the  school's  outreach  program.  The  Board  of 
Trustees  establishes  the  admissions  criteria  and  standards,  standard 
course  of  study  for  the  School,  and  adopts  regulations  governing 
class  size,  the  instructional  calendar,  the  length  and  number  of 
instructional  days,  and  standard  of  achievement  for  enrolled 
students.  The  Board  also  assists  the  administrative  staff_  in  the 
preparation  of  budgets  for  submission  to  the  University  of  North 
Carolina  Board  of  Governors. 


2.3  Advisory  and  Support  Organizations 

THE  EDUCATIONAL  ADVISORY  COUNCIL  is  to  be  a 12-member  council 
consisting  of  the  State  Superintendent  of  Public  Instruction  and  the 
Chairman  of  the  State  Board  of  Education  and  10  persons  who  are 
scientists,  mathematicians,,  public  school  representatives,  or  other 
persons  having  an  interest  in  the  School.  The  council  is  appointed 
by  the  Board  of  Governors  to  give  advice  and  counsel  to  the  Director 
and  Board  of  Trustees. 

Individual  members  may  be  called  on  at  other  times  for  advice  or 
their  participation  in  the  programs  of  the  School. 
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FUND  FOR  THE  ADVANCEMENT  OF  SCIENCE  AND  MATHEMATICS  EDUCATION  IN 
NORTH  CAROLINA.  The  Fund  was  organized  in  1979  to  operate 
exclusively  for  charitable  and  educational  purposes  including,  but 
not  limited  to,  receiving,  administering,  and  granting  funds  for  the 
support  of  the  academic  and  educational  programs  of,  and  any  other 
phase  cff  operation  or  program  of , the  North  Carolina  School  of 
Science  and  Mathematics,  as  the  Board  of  Directors  for  the 
Corporation  in  its  discretion  may  deem  appropriate  for  the 
advancement  of  education. 

Among  its  first  grants  were  funds  to  supplement  teacher  salaries,  to 
aid  academic  programs  of  excellence,  to  support  summer  workshops,  to 
provide  matching  funds  for  new  chemistry  and  biology  laboratories, 
and  to  provide  additional  facilities. 


2.4  Committees 

2.4.1  Board  of  Trustee  Committees 

EXECUTIVE  COMMITTEE.  Nine  members  empowered  to  act  on  the 
behalf  of  entire  Board  when  situations  require  actions  between 
regular  meetings  of  the  full  Board.  This  committee  also 
serves  as  a finance  committee. 

Various  committees  are  to  be  established  by  the  incoming  Board 
of  Trustees.  The  present  Board  has  operated  with  an 
Educational  Policies  and  Practices  Committee,  a Personnel 
Committee,  and  a Physical  Facilities  Committee. 


2.4.2  Standing  Committees 

EDUCATIONAL  PLANNING  COMMITTEE.  Purpose  is  to  generate, 
research,  and  encourage  new  ideas  for  teaching  and  learning 
within  the  school  community;  to  investigate  other  educational 
programs  and  concepts  which  show  promise  for  use  by  NCSSM;  to 
brainstorm  in  creative  and  imaginative  ways. 

The  committee  will  report  directly  to  the  Principal  on  a 
regular  basis  on  its  activities.  It  will  also  keep  the  Deans, 
Department  Heads,  and  school  community  in  general  informed  of 
its  activities. 

The  committee  is  composed  of  12  members,  a representative  from 
the  Science;  Mathematics;  Humanities;  Residential  Life  Staff; 
Admissions,  Development,  Guidance  or  Outreach  Office  serving 
for  three  year  terms;  five  at-large  representatives  from  the 
facility,  staff,  or  administration;  and  one  junior  and  one 
senior  for  one  year  terms.  New  faculty/staff  members  are 
elected  by  secret  ballot  at  a regular  faculty/ staff  meeting. 
Student  representatives  are  elected  for  membership  by  the 
student  body. 
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The  committee  chairman  is  elected  by  the  committee  to  serve 
for  one  and  one-half  years. 

The  committee  meets  once  a month  during  the  school  year  with 
additional  meetings  determined  by  the  committee  to  fit 
specific  needs. 

FACULTY  COUNCIL.  Advises  the  Principal  and  the  Director  on 
general  matters  affecting  employment  of  policies  and 
practices,  and  on  other  matters  brought  to  the  Council  by  the 
administration. 

ADMINISTRATIVE  EXECUTIVE  COMMITTEE.  Made  up  of  the  Director, 
Principal,  and  Deputy  Director  for  Operations  and 
Institutional  Advancement. 

ADMINISTRATIVE  ADVISORY  COMMITTEE.  Made  up  of  the  Director, 
Principal,  Deputy  Director  for  Operations  and  Institutional 
Advancement,  Associate  Principal  for  Academic  Support 
Services,  and  Dean  of  Students. 

ADMISSIONS  ADVISORY  COMMITTEE.  Assists  the  Head  of  Admissions 
in  reviewing  and  developing  criteria  to  select  students 
(includes  people  from  outside  the  School) . 

ADMISSIONS  SELECTION  COMMITTEE.  Assists  the  Head  of 
Admissions  in  the  process  of  selecting  students  (includes 
people  from  outside  the  School) . 

RESEARCH  REVIEW  COMMITTEE.  Responsible  for  review  of  all 
research  proposals  involving  NCSSM  and  approval  or  rejection 
of  such  proposals.  A key  mission  of  this  committee  is  to 
ensure  the  privacy  rights  of  the  subjects  and  to  protect  the 
educational  environment  of  NCSSM. 

STUDENT  REVIEW  COMMITTEE.  Meets  to  identify  and  provide 
support  to  students  needing  assistance  in  adjusting  and 
performing  satisfactorily  in  all  aspects  of  their  activities 
at  the  School. 

SPECIAL  PROJECTS  COMMITTEE.  Coordinates  Special  Projects  Week 
activities  and  approves  proposed  projects. 

CALENDAR  COMMITTEE.  Coordinates  all  school  activities  and  use 
of  facilities.  Publishes  a weekly  "calendar  of  events” 
distributed  to  faculty,  staff  and  students.  Weekly  meetings. 
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3.0  STUDENT  RELATED  POLICIES 


3.1  Advisor/ Advisee  Program 

Each  faculty  and  professional  staff  member  will  have  assigned  to 
them  five  to  eight  students  whom  they  will  serve  as  advisors.  An 
advisor  is  the  first  official  one-on-one  contact  for  each  student 
outside  the  dorm  for  academic,  social  and  emotional  advice  and 
support  at  NCSSM.  The  role  of  the  advisor  is  to: 

Serve  as  personal  resource  to  the  student  for 
extra-class  concerns.  Meet  with  student  at  specified 
times  on  a regular  basis.  Review  grade  reports 
(interim  and  quarterly).  Assist  with  registration  and 
course  concerns.  Be  available  for  scheduled  informal 
and  formal  parent/staf f , parent/ teacher/ student 
conferences.  Use  available  resources  (teacher, 
student's  records,  counselors)  to  become  familiar  with 
advisees'  academic  and  social  background. 

3.2  Attendance  Policy 

L.LASS  ATTENDANCE  POLICY.  North  Carolina  Public  School  Law  Number 
115C-378  states:  "Every  parent,  guardian  or  other  person  in  this 
State  having  charge  or  control  of  a child  between  the  ages  of  seven 
and  sixteen  years  shall  cause  such  child  to  attend  school 
continuously  for  a period  equal  to  the  time  which  the  public  school 
to  which  the  child  is  assigned  shall  be  in  session.  No  person  shall 
counsel,  encourage  or  entice  any  such  child  to  be  unlawfully  absent 
from  school." 

Since  the  academic  expectations  of  NCSSM  are  rigorous,  class 
attendance  is  vital  to  insure  academic  progress.  Because  NCSSM 
students  frequently  wish  to  participate  in  non-NCSSM  sponsored 
activities,  the  NCSSM  Class  Attendance  Policy  is  intended  to 
emphasize  the  importance  of  class  attendance  by  expecting  students 
to  carefully  consider,  and  justify,  reasons  for  missing  class.  This 
policy  may  be  different  from  that  used  by  other  secondary  schools 
and  should  be  carefully  studied. 

Three  kinds  of  absences  are  recognized:  (1)  excused  absences  (NCSSM. 
is  obligated  to  provide  make-up  work  for  the  missed  classwork) ; (2) 
discretionary  absences  (the  students  are  responsible  for  arranging 
make-up  work  at  the  discretion  of  the  teachers);  and  (3)  unexcused 
absences  (staff  is  not  required  to  provide  make-up  classwork) . 

The  Principal  will  award  excused  absenses  for  illness,  for  attending 
school  sanctioned  functions,  for  emergencies  at  home,  and  for 
unusual  circumstances  over  which  the  student  has  no  discretion  in 
scheduling.  Examples  of  the  latter  case  include  religious  holidays 
not  included  in  the  school  calendar  and  ROTC  physicals.  The  school 
nurse  will  advise  the  Principal  regarding  students  who  should  be 
excused  for  illness  (see  Medical  Protocal  below). 
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All  other  absences  will  be  recorded  as  discretionary  or  unexcused. 

Discretionary  absences  may  be  taken  for  activities  scheduled  at  the 
discretion  of  the  student.  Examples  include  dental  appointments, 
scholarship  interviews,  or  special  activities  and  competitions  not 
sponsored  by  NCSSM.  Except  for  rare  circumstances,  students  are 
limited  in  discretionary  absences  to:  (1)  two  in  a quarter  course, 
(2)  three  in  a semester  course;  and  (3)  five  in  a year  course. 

Requests  to  use  discretionary  absences  will  be  made  to  the 
Principal's  Office.  Discretionary  absence  requests  should  be  filed 
in  advance  to  verify  approval  before  taking  the  absence.  Students 
should  use  the  discretionary  allowance  carefully  since  all  absences 
in  excess  of  that  allowance  will  be  recorded  and  treated  as 
unexcused  absences.  Discretionary  absences  may  not  be  taken  when 
tests  are  scheduled. 

No  student  has  permission  to  "cut"  class  and  unexcused  absences 
should  be  avoided.  Teachers  are  expected  to  record  a failing  grade 
for  students  who  have  an  unexcused  testing  period  since  the  right  to 
make  up  a test  is  only  guaranteed  for  excused  absences. 

Since  the  number  of  unexcused  absences  is  seen  as  an  indicator  of 
"commitment"  to  NCSSM's  academic  expectations,  an  excessive  number 
of  unexcused  absences  will  result  in  intervention  and  more  serious 
consequences.  The  Academic  Dean  will  hold  a student/parent 
conference  when  three  unexcused  absences  have  accumulated  in  a 
class.  Continuation  after  such  a parent  conference  may  result  in 
the  student's  expulsion  from  NCSSM. 

Finally,  the  number  of  unexcused  absences  is  carefully  considered  in 
the  student  review  process  following  the  junior  year  and  may 
strongly  influence  the  decision  to  extend  enrollment. 

In  addition  to  classes,  the  absence  policy  also  applies  to  special 
school-wide  activities  of  Special  Projects  Week,  Science, 
Mathematics  and  Humanities  Symposium  days,  and  required  Saturday 
morning  activities.  Absences  on  those  days  will  draw  an  absence 
being  assessed  to  a course  in  the  respective  discipline. 


MEDICAL  PROTOCOL.  In  order  to  be  excused  from  class  for  medical 
reasons,  a student  must  report  to  the  NCSSM  Health  Clinic.  The 
student's  name  must  appear  on  the  sick  log  turned  into  the 
Principal's  Office  each  day  in  order  for  the  absence  to  be  medically 
excused.  (Medical  Tardy  Slip,  Page  17F.) 

Student  will  remain  at  rest  in  the  clinic  "lie-down"  area  or  in 
their  rooms  (at  the  discretion  of  the  physician  and/or  nurse).  Any 
student  excused  from  class  for  medical  reasons  will  not  be  allowed 
to  participate  in  any  athletic  events  on  that  day.  Students  who  are 
referred  to.  the  Duke  University  Infirmary  are  excused  from  classes 
during  their  stay  in  that  Infirmary. 
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If  a student's  name  appears  on  the  sick,  log  and  participates  in  an 
athletic  event,  the  excused  absence  may  be  changed  to  unexcused. 
Excuses  from  "physical  activity"  classes  are  provided  to  students 
with  minor  sickness  or  injury  which  could  be  accelerated  by 
strenuous  activity.  The  student  so  excused  will  attend  his  or  her 
academic  classes. 


TARDINESS.  Problems  occurring  during  the  school  day  due  to 
tardiness  will  be  dealt  with  by  the  teachers,  and  by  the  department 
head  whenever  necessary.  Students  who  miss  significant  portions  ol 
a class  may  be  recorded  as  absent  at  the  teacher's  discretion. 
Students  who  are  habitually  late  will  be  referred  to  the  Academic 
Office. 


EXCUSED  ABSENCES.  All  students  are  required  to  attend  all  classes 
and  instructionally  related  activities  and  to  do  so  promptly. 

Students  with  excused  absenses  are  responsible  for  arranging  with 
the  teachers  concerned  the  nature  and  condition  of  make— up  work. 
Students  with  unexcused  absences  do  not  have  this  opportunity  unless 
the  teacher  wishes  to  provide  it. 


GROUP  ABSENCES.  While  every  attempt  should  be  made  to  avoid  taking 
students  out  of  their  regular  classes,  there  will  be  occasions  when 
groups  of  students  need  additional  time  for  field  trips,  extended 
on-campus  activities,  or  athletic  trips  for  away  games  as  part  of  a 
School  program.  When  this  is  necessary,  the  following  steps  should 
be  followed  by  the  faculty  or  staff  person  sponsoring  the  activity. 

After  approval  by  the  Principal,  the  activity  is  to  be  put  on  the 
weekly  "'calendar  of  events". 

Two  days  prior  to  the  activity,  the  sponsor  should  prepare  and 
distribute  a listing  of  students  involved,  the  time  at  which  they 
must  leave  classes  and  the  anticipated  time  of  return.  The  list 
will  be  submitted  to  the  Principal's  Office  for  approval,  recording 
and  posting  on  the  Principal's  Bulletin  Board. 

If  changes  occur  after  the  list  has  been  distributed,  the  sponsor 
should  notify  the  Principal's  Office  of  any  additions/deletions  made 
on  the  original  list  of  names. 

Any  trips  which  arise  on  short  notice  preventing  this  procedure  from 
being  followed  must  be  approved  by  the  Principal.  The  sponsor  will 
be  responsible  for  distributing  lists  of  absentees  to  the  faculty 
and  staff  affected. 

If  teachers  require  students  to  attend  a lecture,  film,  or  other 
activity  on  or  off  campus  outside  of  class,  but  during  normal  study 
time,  an  appropriate  amount  of  release  time  should  be  provided. 
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Students  with  questions  about  their  attendance  status  should  consult 
with  either  the  Principal's  Office,  or  the  teacher  of  the  class 
where  the  absences  have  accumulated. 

The  above  procedures  must  be  followed  in  cases  where  off-campus 
trips  do  not  conflict  with  the  daily  class  schedule  or  curfew  hours. 


OFF-CAMPUS,  NON-ACADEMIC  OVERNIGHT  TRIPS.  Sponsors  must  provide  a 
list  of  students  going  on  a trip  to  the  Student  Services  Office. 
The  Dean  of  Students  will  notify  the  appropriate  Resident  Advisors 
and  the  Principal  if  classes  are  to  be  missed.  This  information  is 
needed  for  all  trips  (i.e.,  movies,  contests,  social  outings,  etc.). 
Many  students  fail  to  sign  out  properly;  therefore,  without  this 
information  it  would  be  difficult  to  locate  a student  if  necessary. 

Students  should  contact  the  Dean  of  Students  for  parent  permission 
trip  and  off-campus  trips  forms  if  overnight  travel  is  planned. 
(Off-Campus  Trips  Form,  Page  18F,  Parent  Permission  Form,  Page  19F) 


ATTENDANCE  AT  SPECIAL  PROGRAMS.  Attendance,  tardiness,  and  absence 
from  the  special  programs  at  NCSSM  are  subject  to  the  same  rules  as 
regular  academic  classes. 

Saturday  morning  activities,  Special  Projects  Week,  Science, 
Mathematics,  and  Humanities  Symposiums;  and  required  evening 
programs  are  considered  essential  components  of  the  official  school 
year  at  NCSSM.  Calendar  days  devoted  to  these  programs  are  included 
in  the  required  180  days  of  class  attendance  just  as  they  would  be 
for  any  class-related  activity.  Student  attendance  is  required  and 
absences  are  recorded. 

If  a student  is  absent  from  any  school-wide  required  program  or 
activity,  he/she  will  be  charged  with  an  unexcused  absence  each  time 
he/ she  fails  to  report  to  a scheduled  event.  An  unexcused  absence 
recorded  for  missing  a required  program/activi ty  is  equivalent  to  an 
absence  in  a quarter  course  at  NCSSM.  In  cases  where  the  absence  is 
in  a program/activi ty  sponsored  by  a specific  discipline  or  teacher, 
the  absence  will  be  recorded  in  that  discipline  or  teacher's  class. 
In  cases  where  this  is  not  applicable,  the  absence  will  result  in 
disciplinary  action  being  taken. 

Faculty  and  staff  are  encouraged  not  to  request  that  a student  miss 
classes,  unless  the  request  is  for  activities  directly  related  to 
school-wide  programs  sponsored  by  NCSSM.  Examples  would  be  athletic 
competition,  a debate/speech  contest,  or  other  similar  academic 
competition  which  directly  involves  NCSSM  students. 

All  Saturday  morning  activities,  symposia,  required  evening 
programs,  and  activities  will  be  announced  in  advance. 


REPORTING  OF  ABSENCES.  It  is  the  responsibility  of  teachers  to  file 
a report  of  student  absences  for  each  instructional  day.  This 
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absence  report,  which  covers  all  class  periods,  must  be  filed  in  the 
Principal’s  Office  at  the  end  of  each  day's  scheduled  classes.  The 
State  of  North  Carolina  attendance  policy  requires  that  NCSSM  ensure 
full  compliance  in  this  matter. 

Teachers  will  report  all  absences  from  class  to  the  Principal's 
Office  each  academic  day.  Teachers  will  record  attendance  by 
periods.  If  there  is  a period  with  no  absences,  "none"  should  be 
written  in  that  space.  (Absence  Report  Form,  Page  IF). 

The  Principal's  Office  designee  will  compile  a daily  listing  of 
absentees  containing:  a list  of  all  teachers  who  did  not  turn  in 
absence  slips,  a list  of  all  students  with  discretionary  or  excused 
absences  and  the  class  period(s)  missed,  a list  of  all  students  with 
unexcused  absences  and  the  period(s)  missed.  These  lists  will  be 
compiled  and  placed  in  faculty  mailboxes  by  9:45  a.m.  the  following 
day  and  will  also  be  posted  at  strategic  places  on  campus  so 
students  may  be  aware  of  their  class  attendance  status  each  day. 

Teachers  will  record  all  attendance  information  and  will  verify  the 
accumulation  of  unexcused  absences  with  the  Principal's  Office. 
This  information  will  be  recorded  on  each  progress  report  prepared 
by  the  teacher,  for  forwarding  to  the  student  and  his/her  parent  or 
guardian. 

The  Registrar's  Office  is  responsible  for  providing  class  lists  to 
teachers  and  notice  of  changes  in  student  schedules  when  they  occur. 


STUDENT  WITHDRAWALS  AND  RE-ADMISS IONS . When  a student  is  absent  due 
to  an  extended  period  of  illness,  the  Associate  Principal  will 
confer  with  the  student's  teachers  to  review  the  academic  status. 
This  review  will  determine  whether  the  student  is  able  to  continue 
to  work  on  assignments  sent  to  him  or  her.  Because  of  the  intense 
nature  of  the  NCSSM  program,  even  if  assignments  are  being  done, 
there  could  be  a point  at  which  the  lack  of  interaction  in  class 
discussions  or  inability  to  complete  laboratory  experiments  would 
result  in  the  student  falling  too  far  behind  to  earn  academic 
credit . 

The  Department  Heads  will  notify  the  Associate  Principal  when  the 
student  is  at  a point  where  continued  absences  will  result  in  no 
academic  credit.  The  Associate  Principal  will  send  written 
notification  of  a decision  to  either  allow  continued  enrollment  or 
recommend  withdrawal  (without  prejudice)  to  the  student  and  his  or 
her  parents. 

Students  who  withdraw  because  of  illness  or  personal  reasons  beyond 
their  control  may  apply  for  readmission.  Application  for 
readmission  should  be  forwarded  to  the  Office  of  the  Associate 
Principal.  Readmission  status  will  be  granted  only  when  it  is 
highly  likely  that  a student  can  graduate  with  his  or  her  class. 

Should  it  become  necessary  for  a student  to  withdraw  from  the  School 
for  any  reason,  the  following  procedure  must  be  followed: 
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(1)  The  student  will  obtain  a withdrawal  form  from  the 
Office  of  the  Registrar. 

e 

(2)  The  student  must  then  meet  with  the  Principal  and 
secure  his  signature  before  proceeding. 

(3)  The  student  must  secure  the  signature  of  the 
Associate  Principal.  Accounting  for  all  instruc- 
tional material  given  to  the  student  will  be 
part  of  the  student's  meeting  with  the  Dean. 

(4)  The  student  must  then  obtain  the  signature  of  the 
Dean  of  Students.  All  non-instructional  materials 
must  be  accounted  for  at  this  meeting.  If  it  is 
necessary  for  academic  materials  to  be  delivered 
by  the  Resident  Advisor,  a system  for  this  should 
be  established  by  the  student  at  this  time. 

(5)  The  student  must  have  an  exit  interview  with  the 
Registrar  and  a Guidance  Counselor.  Official 
recording  of  the  student's  reason(s)  for  with- 
drawal will  be  made  at  this  time. 

The  information  will  be  placed  in  the  student's 
cumulative  record  in  a sealed  envelope  with 
contents  so  labeled. 

The  Registrar  will  inform  the  student  of  the 
procedure  for  forwarding  records  to  the  receiving 
school.  The  Registrar  is  responsible  for  checking 
the  withdrawal  form  to  ensure  that  all  signatures 
have  been  obtained  and  the  form  is  complete. 

(6)  The  student's  parent  or  guardian  must  sign  the 
withdrawal  form  at  the  time  the  student  checks 
out  of  his  or  her  residence  hall.  The  form 
must  be  turned  into  the  Resident  Advisor  on  duty. 
The  Resident  Advisor  will  certify  that  the  room 
occupied  by  the  student  has  been  cleared  of 
personal  belongings  and  left  in  satisfactory 

or  unsatisfactory  condition. 

(7)  The  Head  Resident  will  be  responsible  for  return- 
ing the  withdrawal  form  to  the  Registrar's  Office. 
The  form  must  be  filed  in  the  student's  cumulative 
folder  as  an  official  record  of  the  student's 
final  status  at  NCSSM. 
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3.3  Graduation  Requirements 


Subject 


Credits 
Earned  at 
Previous 
School 


Additional 
Credits  Re- 
quired by 
NCSSM 


Total 
Number  of 
Credits 
Required 


English  2 2 

Mathematics  2 2 

Science  1 3 

Social  Science  1 1 

Foreign  Languages  0 2 

or  1 1 

or  2 1 


4 

4 

4 

2 

2 

2 

3 


Physical  Activity 
and  Wellness  1 

Electives  1 


0.5 

1.5 

1.5 

2.r 

TOTAL  3 12  20 


Satisfactory  participation  as  indicated  by  a report  grade  of  "S"  in  Community 
Service  and  Work  Service,  a passing  score  on  the  annual  statewide  competency 
test,  and  demonstration  of  computer  literacy  are  other  requirements  for 
graduation. 

In  addition  to  satisfactory  completion  of  the  above  requirements-,  students  are 
expected  to  exhibit  responsible  behavior  towards  ether  students,  the  school,  the 
community  and  the  State  as  a condition  of  continuing  enrollment  and  graduation. 

Opportunities  to  develop  and  demonstrate  responsible  behavior  are  an  integral 
part  of  the  living/ learning  concept  through  work  service,  community  service,  and 
various  residential  life  and  independent  study  programs . 
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BEHAVIOR  REQUIREMENTS  FOR  GRADUATION.  Students  who  do  not  meet 
standards  of  behavior  as  determined  by  the  administration  of  the 
School  or  as  specifically  stated  in  the  STUDENT  HANDBOOK  may  be 
required,  after  the  Judicial  Review  process,  to  withdraw  from  the 
School.  In  such  cases  a diploma  from  the  School  will  not  be  awarded 
to  the  students. 


3.4  Student  Evaluation  and  Grading 

GENERAL  POLICY.  Evaluating  the  progress  of  students  is  one  of  the 
most  difficult  and  yet  most  important  responsibilities  of  a school. 
Reporting  that  progress  to  parents  who  are  not  in  regular  contact 
with  the  School  must  be  done  in  a manner  that  conveys  an  accurate 
description  of  current  status  as  well  as  recommendations  for 
improvement  where  needed.  Persons  responsible  for  evaluating  a 
student,  whether  in  residential  life  or  instructional  areas,  should 
be  continually  aware  of  the  student's  progress  and  are  able  to 
validate  whether  the  student  understands  how  he/she  is  progressing. 

Each  teacher  or  resident  advisor  will  make  attempts  to  have  personal 
contact  with  parents  at  any  time  during  the  school  year,  when  it  is 
deemed  necessary.  However,  the  most  important  person  with  whom  the 
School  communicates  is  the  student.  No  student  should  be  surprised 
by  the  grade  or  comment  recorded  for  any  course  or  responsibility. 
As  the  term  progresses,  the  student  should  be  continually  aware  of 
his  or  her  successes  and  failures,  and  of  his  or  her  strengths  and 
weaknesses  as  the  student  and  the  teacher  or  resident  advisor  sees 
them  with  respect  to  the  goals  being  sought.  The  writing  of  a grade 
and  comment  is  merely  the  formal  way  of  recording  the  teacher's  or 
resident  advisor's  judgement,  with  which  the  student  should  concur 
in  general. 

The  standards  set  by  each  department  or  subject  teacher  are  arrived 
at  through  thoughtful  consideration  by  all  members  of  the 
department,  and  that  attempt  is  made  to  develop  and  maintain  a high 
level  of  consistency  among  departments  in  reporting  the  student's 
progress  and  achievement. 


GENERAL  PROCEDURE.  There  are  four  reporting  periods  each  year. 
Grades  are  reported  in  letters.  The  majority  of  courses  use  the 
evaluation  system: 

A = Outstanding  achievement 

3 = Superior,  meeting  all  course  requirements 
C = Acceptable,  meeting  minimal  requirements  of  course 
D = Unsatisfactory,  no  NCSSM  credit 

Community  Service,  Work  Service,  Independent  Study,  and  some 
computer  and  applied  science  courses  are  recorded  as: 

S = Satisfactory 
U = Unsatisfactory 
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Teachers  prepare  their  quarterly  reports  which  are  then  turned  in  to 
the  department  heads,  who  review  the  reports. 

Resident  Advisors'  written  quarterly  reports  are  turned  in  to  the 
Dean  of  Students.  Work  Service  and  Community  Service  reports  are 
prepared  at’  the  end  of  each  semester. 

Once  reviewed  by  the  Dean  of  Students  and  the  Department  Heads, 
reports  are  transferred  to  the  Registrar  for  preparation  for 
distribution.  Copies  of  each  progress  report  will  be  given  to  (a) 
parents  or  guardians,  (b)  student,  and  (c)  Registrar  for  student's 
permanent  record  file. 

For  joint  examination  and  consultation  purposes,  student  copies  are 
distributed  to  them  by  resident  advisors  at  a pre-arranged  time. 

Parent/guardian  copies  will  be  mailed  directly  from  the  Registrar's 
Office . 

The  Registrar  maintains  a complete  set  of  quarterly  evaluations, 
supplementary  and  semester  evaluations  for  review  by  the 
administrative  and  professional  staff. 


GRADING.  Letter  grades  are  recorded  on  student/parent  evaluation 
forms  and  on  permanent  transcripts.  Transcripts  sent  to  colleges  or 
schools  to  which  students  may  transfer  will  be  accompanied  by  an 
interpretation  of  the  grade  in  qualitative  terms.  A school  profile 
is  submitted  to  clarify  this  interpretation. 

A grade  of  "A"  would  indicates  superior  performance  relative  to 
course  objective.  A grade  of  "B"  is  considered  average  for  this 
school  population  and  the  NCSSM  curriculum.  A grade  of  "C" 
indicates  some  concern  about  meeting  the  requirements  of  the  course 
and  thus  a need  for  guidance  and  consultation. 

If  course  objectives  are  not  met  at  a minimal  level,  a grade  of  ”D” 
is  recorded.  This  grade  implies  no  credit  in  a NCSSM  course  unless 
the  subsequent  semester  grade  in  a cumulative  course  indicates 
mastery  of  first  semester  objectives  at  a later  time.  A ”D"  for  two 
semesters  of  a year  course  would  constitute  no  NCSSM  credit. 

Teachers  are  encouraged  to  base  their  letter  evaluation  on  their 
best  professional  judgement  and  are  encouraged  to  develop  additional 
means  of  evaluation  which  call  on  their  ability  to  provide  appraisal 
of  student  growth  in  many  ways. 

Semester  grades  should  be  a reflection  of  cumulative  learning, 
rather  than  a simple  averaging  of  two  quarters.  In  assessing  the 
quality  of  that  cumulative  learning  each  teacher  has  the  right  to 
determine,  relative  to  individual  course  objectives,  what  influence 
the  final  exam  or  other  projects  will  have  on  the  semester  grade. 
The  student's  permanent  transcript  includes  one  grade  for  each 
semester  and  a final  yearly  grade. 
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The  special  mission  of  NCSSM  to  assist  students  who  are  motivated  to 
accept  heavy  academic  responsibilities  both  at  the  School  and  in 
their  future  education,  who  are  gifted  and  talented  but  who  come  to 
the  School  from  varied  educational  and  cultural  experiences, 
suggests  the  need  for  the  following  academic  policies.  One  purpose 
of  the  policies  is  to  ensure  that  special  difficulties  some  students 
have  in  adjusting  to  the  School  do  not  unduly  prejudice  their 
objective  qualifications  (school  record)  for  higher  education  if,  in 
the  opinion  of  the  School,  they  have  the  requisite  motivation  and 
skills . 

If  a student  can  demonstrate  mastery  of  a subject  appropriate  for 
continuing  work  at  NCSSM  to  the  satisfaction  of  the  teacher  involved 
in  that  subject,  or  departmental  placement  tests  for  incoming 
juniors,  such  mastery  should  be  recognized  whether  achieved  through 
self-study  or  in  another  educational  institution.  Examples:  (1) 
permission  to  exempt  Biology  and  elect  science  electives  instead  — 
through  self-study  or  summer  courses;  (2)  permission  to  move  from 
Algebra  II/ Trigonometry  to  Calculus  through  self-study  or  summer 
courses  in  Precalculus. 

Recommendations  to  implement  any  of  the  above  policies  may  be 
initiated  by  a teacher,  by  members  of-  the  Student  Review  Committee, 
or  the  Registrar,  and  must  be  approved  by  the  Principal. 


EVALUATION  OF  WORK/ COMMUNITY  SERVICES.  The  student  Work  Service  and 
Community  Service  programs  are  required  as  a condition  for 
graduation  from  the  North  Carolina  School  of  Science  and 
Mathematics.  Work  Service  is  a part  of  every  junior  and  senior 
program.  Community  Service  is  a part  of  every  junior  program. 
Students  are  evaluated  by  semester,  and  reports  are  given  to  student 
and  parents  in  addition  to  being  made  part  of  the  student's 
cumulative  record.  Students  are  expected  to  fulfill  their 
responsibilities  to  Work  and  Community  Services  in  a satisfactory 
manner . 

If  a junior  receives  a rating  of  unsatisfactory  in  any  quarter  for 
Work  Service  and  refuses  to  accept  make-up  arrangements,  he/she  will 
not  be  permitted  to  re-enroll  for  the  twelfth  grade.  Make-up 
arrangements  may  include  appropriately  supervised  and  evaluated 
summer  work.  This  holds  true  for  an  unsatisfactory  yearly  grade  for 
Community  Service  as  well. 

Seniors  who  receive  a rating  of  unsatisfactory  in  a quarter  must 
make  up  the  deficiency  in  the  following  quarter.  If  the 
unsatisfactory  rating  occurs  in  the  fourth  quarter,  appropriate 
summer  make-up  must  be  completed.  In  this  case  the  senior  will  be 
permitted  to  take  part  in  all  graduation  activities,  but  the  diploma 
and  transcript  of  grades  will  not  be  issued  until  the  requirement  is 
met.  The  senior's  transcript  will  show  a rating  of  unsatisfactory 
for  either  Work  or  Community  Service  if  the  deficiency  is  not  made 
up  by  August  15th  following  the  senior  year. 


Page  3-12 


RECORDING  OF  FINAL  GRADES.  NCSSM  does  not  compare  one  student  with 
another  in  competitions  which  depend  on  grades  or  grade  point 
averages.  Students  are  not  ranked  by  GPA ; however,  there  are 
important  needs  related  to  college  and  scholarship  applications  in 
which  a GPA  is  needed  for  individual  students,  but  not  relative  to 
other  students.  GPA  is  computed  as  follows: 

A = 4 points 
B = 3 points 
C = 2 points 
D = 1 point 

Grades  of  "S"  and  "U"  are  not  averaged  in  computing  GPA. 

Plus  '*+"  and  minus  may  be  recorded  except  for  Ds,  but  do  not 
influence  GPA.  D+,  and  D-  are  not  recognized  as  valide  evaluations 
by  NCSSM. 

NCSSM  does  not  weight  grades,  but  relies  on  information  about  the 
quality  of  the  faculty,  the  rigorous  academic  program,  and  the 
highly  selective  admissions  process  being  known  to  college 
admissions  officers  as  they  evaluate  grades  and  GPA  on  transcripts 
from  the  School . 

GPA  is  computed  only  on  grades  earned  at  NCSSM  in  the  junior  and 
senior  years.  This  fact  will  be  noted  on  transcripts,  which  will 
contain  grades  as  reported  from  previous  schools. 


ACADEMIC  HONESTY.  Cheating  is  not  condoned  in  the  NCSSM  community. 
Cheating  is  the  submission  of  someone  else's  work  as  your  own  or  the 
inappropriate  use  of  your  own  work  to  help  another  student.  Some 
examples  of  cheating  include  plagiarism,  copying  on  tests  or 
collaboration  on  homework  when  this  is  not  permitted  by  the  teacher. 
Allowing  another  student  to  use  your  work  as  an  aid  in  doing  his  or 
her  work  on  graded  assignments  or  tests  is  also  considered  cheating. 

The  following  procedures  will  be  followed  by  faculty  with  respect  to 
cheating . 

Each  faculty  member  will  present  a short  written  statement  to  his  or 
her  students  stating  that  honesty  is  expected  of  all  students.  This 
statement  should  also  be  made  clear  to  the  students  when 
collaboration  is  allowed. 

Students  who  enter  a class  after  this  presentation  occurs  are 
responsible  for  requesting  this  information  from  the  teacher. 

If  the  teacher  has  suspicions  that  a student  has  cheated,  the  two 
should  discuss  the  natter  and  decide  what  action  the  student  needs 
to  take  to  correct  the  situation,  such  as  sitting  in  a different 
part  of  the  room  or  handing  in  homework  in  person. 

I 

If  the  teacher  has  proof  that  a student  has  cheated,  the  teacher  and 
student  will  meet  for  a conference.  Whenever  such  a conference 
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occurs  Che  teacher  must  notify  the  Associate  Principal,  in  writing, 
of  the  outcome.  The  note  will  be  kept  in  the  student's  file  until 
graduation.  The  teacher  may  give  the  student  a "zero"  on  this  work 
or  decide  on  a less  harsh  action.  Some  examples  are  to  make  the 
student  redo  the  assignment,  only  grade  parts  that  are  his  own,  etc. 
The  student's  parents  will  be  notified  of  the  actions. 

When  the  Associate  Principal  becomes  aware  of  a second  offense  of 
cheating  or  if  a particular  incident  is  especially  flagrant  she  may 
ask  for  a hearing  by  the  Judical  Board.  The  Principal  may  suspend  a 
student  for  three  days  without  a Judicial  Board  hearing.  A parental 
conference  is  required  before  the  student  can  return  to  classes. 
All  cases  which  could  lead  to  expulsion  will  come  before  the 
Judicial  Board. 

The  student  may  appeal  the  resulting  punitive  action  in  all  the 
above  cases.  Appeals  of  action  by  the  faculty  member  or  Dean  will 
be  heard  by  the  Judicial  Board.  Appeals  of  Judicial  Board  action 
will  be  heard  by  the  Director. 

AUDIT  POLICY.  Under  special  conditions,  students  may  receive 
permission  to  audit  a course.  Auditing  a course  for  enrichment  or 
remediation  requires  a commitment  of  both  time  and  energy.  The 
instructor  of  the  course  is  free  to  grant  or  withhold  permission  at 
his  or  her  discretion.  Students  auditing  a course  cannot  (1)  use  a 
place  in  the  class  needed  for  students  enrolling  for  credit,  (2) 
earn  credit  for  the  course,  (3)  have  the  course  recorded  on  his/her 
official  transcript. 


TRANSCRIPTS.  Students  request  copies  of  transcripts  on  a form 
provided  in  the  Guidance  Office.  The  Registrar  prepares  a copy  of 
the  transcript,  imposes  the  school  seal,  and  returns  the  signed  and 
dated  transcript  to  the  Guidance  Office  for  mailing.  This  is  the 
only  method  of  processing  an  official  transcript.  If  a student 
makes  a request  to  receive  a copy  of  a transcript  directly,  the 
record  will  not  carry  the  school  seal  and  will  be  marked 
unofficial  . This  request  will  also  be  processed  through  the 
Guidance  Office. 


INCOMPLETE  WORK.  When  there  is  sufficient  evidence  that  unusual 
circumstances  prevented  the  completion  of  assigned  work  during  a 
specific  grading  period,  a teacher  may  petition  the  Registrar  for 
permission  to  evaluate  a student's  work  as  incomplete  (I).  This 
option  is  not  available  for  Work  or  Community  Service  or  for  failure 
to  plan  ahead  or  manage  time  wisely.  Final  written  approval  from 
the  Principal  must  be  secured  by  the  Registrar  prior  to  the  end  of 
the  grading  period  in  question. 

All  grades  of  incomplete  (I)  must  be  removed  within  10  school  days 
after  the  close  of  the  grading  period.  Incomplete  grades  recorded 
in  the  Registrar's  Office  beyond  this  10-day  period  are 
automatically  recorded  as  a failing  grade  of  D.  Students  have  the 
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responsibility  of  completing  their  obligations  in  the  course  and 
earning  a permanent  grade  before  the  10-day  period. 

Exceptions  to  this  policy  are  made  only  when  documentation  is  on 
file  in  the  Academic  Office  of  extenuating  circumstances,  examples: 
family  emergencies,  lengthy  illness. 

A report  card  with  a grade  of  incomplete  should  include  a statement 
regarding  work  needed  and  a date  for  completion  (within  the  period 
in  question).  It  should  be  noted  also  that  the  incomplete  becomes  a 
failure  after  that  date  is  passed  without  work  turned  in. 

When  the  incomplete  is  changed  to  a letter  grade,  either  passing  or 
failing,  the  teacher  is  responsible  for  writing  out  and  signing  a 
new  report  slip  for  the  student,  parent(s),  and  the  Registrar  s 
Office  which  will  record  the  grade  change  in  the  permanent  records. 


ACADEMIC  INTERVENTION.  The  alternate  plan  for  students  with  serious 
academic  problems  which  require  immediate  intervention  is  a strategy 
for  moving  with  a sense  of  urgency  when  a student  is  faced  with  an 
"academic  crisis".  The  plan  assures  an  immediate  response  from  all 
members  of  the  student's  support  team. 

The  Head  of  Guidance  and  Counseling  contacts  student's  faculty/staff 
advisor , informs  the  advisor  of  the  academic  crisis,  and  schedules  a 
conference  with  the  student's  resident  advisor  and  teacners.  ibis 
conference,  chaired  by  the  student's  advisor,  is  held  to.  (1) 
explore  probable  cause(s)  for  the  academic  problem,  (2 j determine 
factors  which  contribute  to  the  problem,  (3)  develop  an  action  plan 
to  help  the  student  remedy  the  problem  and  circumvent  future 
problems  in  the  academic  discipline( s) , and  (4)  determine  whetner  a 
parent  conference  is  needed  at  this  point  (even  if  a parent 
conference  is  not  required,  there  is  a need  to  inform  parents). 

The  advisor  contacts  the  student,  discusses  the  plan  for 
improvement,  and  monitors  the  student  as  he/she  implements  his 
individual  plan  for  improvement. 

A progress  report  and  plan  for  improvement  is  prepared  by  the 
advisor  and  forwarded  to  the  Office  of  the  Associate  Principal  and 
the  Advisor/Advisee  Coordinator  no  later  than  seven  days  following 
the  conference. 

Any  subsequent  conference  involving  the  student  and  nis/ner  parents 
will  be  scheduled  through  the  Office  of  the  Associate  Principal: 


3.5  Student  Review  and  Intervention 

The  Registrar's  Office  prepares  a report  listing  the  names  of 
students  experiencing  academic  difficulty  at  the  end  of  each  marking 
period.  A copy  of  this  report  is  forwarded  to  the  Principal  and  to 
the  Associate  Principal.  The  original  is  maintained  in  the  official 
files  of  the  Registrar's  Office. 
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The  Associate  Principal  reviews  the  report  and  submits  the  name  and 
letter  grade  for  each  student  whose  grade  report  indicates  letter 
grade(s)  of  C (minimum  of  three),  C-  (one  or  more),  and  D (one  or 
more)  to  Coordinator  of  the  Advisor/ Advisee  Program. 

The  Associate  Principal  will  meet  with  the  students'  resident  and 
faculty  advisors,  and  with  the  students,  to  review  class  schedules 
and  extra  curricula  activities.  Students  are  counseled  about  their 
schedules  including  suggested  withdrawal  or  removal  from  specific 
classes  and/or  activities,  i.e.,  athletics,  Student  Council,  drama, 
publications,  Dorm  Council,  etc. 

Written  results  of  these  meetings,  including  suggested  plan  of 
actions,  should  be  documented  and  filed  with  the  Coordinator  of 
Advisor/Advisee  Program  with  a copy  submitted  to  Registrar  and 
Principal . 


3.6  Guidance  and  Counseling 

SOUTINE  REFERRALS  FOR  COUNSELING.  Should  a faculty  or  staff  person 
at  NCSSM  think  that  a student  needs  assistance  from  Guidance  and 
Counseling  services,  that  person  should  complete  a referral  form 
(Student  Referral  Form,  Page  35F)  and  forward  it  to  the  Guidance 
Office  in  a sealed  envelope  marked  CONFIDENTIAL. 

The  guidance  staff  will  review  the  referral  and  determine  strategy 
for  intervention.  A counselor  will  respond  to  the  referral  and 
together  with  the  faculty  or  staff  person  develop  a plan  for 
intervention. 


GUIDELINES  FOR  INTERVENING  WITH  TROUBLED  STUDENTS.  Because  people 
in  conflict  (students  are  no  exceptions)  will  talk  first  to  a person 
they  admire  and  trust,  a student  may  often  choose  a teacher  as  a 
source  of  help  to  discuss  a problem  or  dilemma.  As  studies  have 
indicated,  faculty  are  often  as  helpful  as  trained  therapists  in 
helping  students  solve  dilemmas  or  work  through  "normal”  situational 
crises . 

Through  empathic  listening  and  questioning,  faculty  can  help 
students  clarify  the  issues  and  the  options  in  response  to  a 
problem,  enabling  the  student  to  make  his/her  own  choice  of 
responsible  options.  Often  the  faculty  can  draw  on  their  greater 
knowledge  of  the  world  and  life  experiences  to  suggest  solutions  to 
a,  problem  that  a student  has  not  considered.  You  have  likely  had 
many  experiences  in  helping  students  in  this  way. 

There  are,  however,  times  when  a student  may  suffer  silently,  giving 
out  non-verbal  signals  of  distress.  Many  times  a teacher  or  other 
adult  is  reluctant  to  approach  such  a student  because  they  fear  that 
they  may  precipitate  a crisis.  On  the  contrary,  troubled  young 
people  yearn  to  have  someone  recognize  their  despair  but  may  be 
unable  to  ask  for  help  directly. 
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Ignoring  early,  silent  signs  may  intensify  feelings  of  isolation  and 
may  encourage  self— destructive  behavior  as  a way  of  signaling 
distress.  Observing  any  of  the  following  signs  are  cause  for 
concern: 

(1)  a markedly  decreased  academic  performance 

(2)  markedly  diminished  attention  span 

(3)  loss  of  interest  in  formerly  pleasurable  activities 

(4)  unexplained  impulsive  behavior  resulting  in 
physical  injuries 

(5)  extreme  boredom,  unusual  fatigue,  or  sleepiness 

(6)  excessive  and  rapid  weight  loss  or  gain 

(7)  preoccupation  with  death 

(3)  essays,  poems,  other  written  work  or  art  that 

openly  or  implicitly  suggest  self-destructive  acts, 
excessive  rage  or  violence 

(9)  social  withdrawal  (particularly  a change  in 
previous  degree  of  social  interaction) 

(10)  not  maintaining  basic  hygiene  (change  particularly 
significant) 

(11)  chronic  illness  and/or  absences 

(12)  frequent  crying,  extreme  emotionalism  and/or  abrupt 
mood  swings. 

If  you  observe  these  signs,  the  best  approach  is  to  take  the  student 
aside  and  express  your  concern  over  recently  observed  behavior. 
"You  have  been  so  quiet  and  have  looked  so  sad  lately.  It  hardly 
seems  like  you.  Is  something  troubling  you?"  If  this  approach 
doesn' t get  anywhere  or  the  conversation  reveals  that  the  student  is 
indeed  very  troubled,  contact  one  of  the  counselors.  Together  we 
can  decide  what  to  do  next. 


HANDLING  PSYCHIATRIC  EMERGENCIES.  Occasionally  there  are  times  when 
a severely  distressed  student  will  seek  your  help  directly  or  "act 
out"  in  your  classroom,  tutorial  or  faculty  office  (a  student 
hysterically  fainting,  a student  appearing  with  cuts  on  his/her 
wrists  or  talk  of  an  overdose  of  pills,  a student  dissociating 
because  of  exhaustion  or  deeper  psychological  problems,  a student 
displaying  excessively  slowed  behavior  or  distorted  speech)  . In 
these  cases  immediate  action  should  be  taken.  The  following 
instructions  are  submitted  to  guide  faculty  in  dealing  with  such 
situations . 

If  the  student  is  bleeding  profusely  or  his/her  life  is 
in  immediate  danger,  call  the  NCSSM  Health  Clinic  during 
the  day.  If  there  is  no  answer  or  it  is  during  the 
evening,  call  the  RA  on  duty  to  arrange  immediate 
transportation  to  the  Emergency  Room.  In  this  case  the 
RAs  are  our  surrogate  parents  and  should  take  over  and 
go  with  the  student  to  the  Emergency  Room,  contact  the 
parents,  etc.  This  is  their  function,  not  the 
faculty's. 
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If  the  student  is  not  in  immediate  danger,  use  the  following 
procedure : 

« 

DAYTIME:  Call  the  Guidance  Office  or  bring  the  student 
with  you,  and  if  he/she  wishes  sit  with  the  student  to 
ease  the  transition  to  talking  with  the  counselor, 
sharing  your  concern  openly  with  the  counselor  so  that 
the  student  doesn’t  feel  things  are  being  done  or  said 
"behind  his/her  back".  Later,  a private  follow-up 
consultation  may  be  indicated.  The  faculty  can  also 
encourage  the  student  to  continue  to  work  with  his/her 
counselor. 

EVENING:  Contact  the  student's  RA  and  again  talk  with 
the  RA  in  the  presence  of  the  student.  Obtain  a 
commitment  from  the  RA,  as  with  a parent  in  public 
(regular)  high  schools,  to  observe  the  student 
throughout  the  night,  then  make  a referral  to  Guidance 
and  Counseling  the  next  morning.  If  the  RA  perceives  an 
emergency  during  the  night,  he/ she  will  follow  the 
emergency  procedure. 

3 . 7 Schedule  Revisions 

Rigorous  guidelines  are  established  for  requesting  schedule 
modifications  after  the  start  of  the  academic  year.  A student  may 
request  to  drop  a quarter  course  up  to  four  weeks  before  the  end  of 
the  quarter,  a semester  course  up  to  four  weeks  before  the  end  of 
the  semester,  and  a year  course  up  to  four  weeks  before  the  end  of 
the  first  semester  with  a record  of  the  course  appearing  on  the 
student  transcript. 

The  withdrawal  process  must  be  initiated  by  obtaining  a withdrawal 
form  (Request  for  Schedule  Revision  Form,  Page  27F)  from  the 
Registrar.  Unofficial  withdrawal  from  any  course  will  result  in  a 
failing  grade  of  D or  U recorded  on  the  transcript  and  also  the 
consequences  of  a violation  of  the  stated  academic  attendance 
policy. 

In  special  circumstances,  staff-initiated  requests  to  evaluate  a 
student's  academic  program  with  the  purpose  of  dropping  a course 
after  the  above  deadlines  have  passed  will  be  reviewed  by  the 
Associate  Principal,  who  will  make  a decision  and  send  a specific 
recommendation  to  the  Registrar. 

All  students  should  be  aware  of  two  important  facts  regarding  their 
course  schedules  and  consequent  responsibilities:  (1)  the  official 
printed  schedule  from  the  Registrar's  Office  is  the  only  program 
which  the  student  should  follow,  and  (2)  no  partial  credit  is  given 
for  any  course,  regardless  of  the  time  at  which  it  was  dropped. 
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3*8  Scheduling  of  Tests , Quizzes , Special  Activities 

Tests  and  quizzes  (15  minutes  or  more)  should  be  registered  in 
advance  on  the  sign-up  sheet  in  the  Academic  Office  for  each 
instructional  day  for  the  upcoming  two-week  period.  Test 
registration  information  should  include:  the  number  of  juniors  and 
seniors  involved;  and  the  space  needs  for  special  activities;  the 
revised  due  dates  for  research  papers  or  field  trips,  or  any  other 
special  program  involving  substantial  time  input.  (Sample  Form  on 
Page  29F) 


3.9  Textbook  Policies 

Basal  texts  in  all  disciplines  should  be  used  a minimum  of  three 
years,  preferably  five  years. 

Department  Heads  should  appoint  a textbook  committee  prior  to  the 
time  new  adoptions  are  needed.  The  responsibility  of  the  committee 
is  to  make  a careful  and  extensive  review  of  all  available  texts  for 
the  specific  discipline  for  which  textbooks  are  needed. 

The  committee  should  recommend  one  to  three  texts  to  the  Department 
Head.  Recommendations  should  be  forwarded  to  all  teachers  in  the 
department  teaching  the  discipline  under  discussion.  The  Chair 
should  strive  for  a unanimous  decision  on  one  text  to  be  used  for 
the  next  three  years.  The  decision  of  the  department  will  be 
forwarded  to  the  Dean  for  Academic  Affairs  on  or  before  March  15  of 
the  year  preceding  the  year  that  the  new  text  is  desired.  Because 
budgets  are  planned  on  a biennial  basis)  a budget  item  covering 
costs  of  anticipated  charges  may  need  to  be  submitted  two  years  in 
advance  of  the  change. 

If  an  Academic  Department  wishes  to  adopt  a new  text  before  the 
minimum  term  has  expired,  they  should  submit  justification  for  the 
adoption  to  the  Registrar  before  establishing  the  Review  Committee. 

The  Registrar  will  submit  a written  report  to  the  Principal 
recommending  approval  or  rejection  of  the  request.  Purchase  orders 
for  new  texts  will  be  accepted  only  after  the  above  procedure  has 
been  followed. 


REQUESTING  AND  PURCHASING  TEXTBOOKS.  The  accounting,  distribution, 
and  retrieval  of  textbooks  will  be  the  responsibility  of  the 
Registrar's  Office. 

All  basal  textbooks  will  be  stored  in  a centrally  located  place. 

All  textbooks  will  be  distributed  to  teachers  and  students  from  the 
bookroom.  Students  must  show  proof  of  payment  of  the  $50.00  deposit 
before  any  books  can  be  issued. 

During  the  beginning  and  end  of  semesters,  the  bookroom  will  be  open 
for  textbook  distribution  on  an  extended  schedule.  During  other 
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times  of  the  school  year  the  bookroom  will  be  open  at  least  three 
hours  per  week.  Schedules  will  be  announced  each  semester. 

Students  will  be  issued  textbooks  for  courses  in  which  they  are 
enrolled.  Other  textbook  requests  by  students  must  be  signed  by  the 
appropriate  faculty  member  or  the  Registrar. 

Supplementary  textbooks  may  be  issued  to  faculty  members  in 
classroom  sets  or  may  be  issued  to  students  individually.  Notify 
the  bookroom  in  advance  of  your  plan. 

Responsibility  for  ordering  and  selecting  textbooks  will  remain  with 
the  academic  departments. 

Teachers  should  encourage  students  to  carefully  use  their  textbooks 
and  to  attempt  to  minimize  damage  to  the  books.  Students  should 
write  their  names  in  the  front  of  each  textbook  issued  to  them.  The 
NCSSM  stamp  in  the  book  provides  a space  for  putting  the  name. 

Fees  for  lost  or  damaged  books  will  be  collected  by  the  Business 
Office . 

An  end-of-the-year  report  will  be  submitted  by  the  Registrar  to  the 
Principal  with  a statement  of  inventory  along  with  a list  of  the 
names  of  each  student  who  did  not  return  textbooks  to  the  bookroom 
and  the  fees  assessed  for  each  damaged  and/or  lost  book. 

The  Registrar's  Office  will  route  these  reports  to  the  Business 
Office  for  billing  students  having  outstanding  bills  (damaged  and/or 
lost  books). 

Communications  will  be  mailed  to  students  and  their  parents 
indicating  (a)  payments  should  be  mailed  to  Business  Office;  and  ( b) 
books  should  be  returned  to  bookroom  (fees  owed  per  book  per 
teacher) . 


DAMAGED  BOOKS.  Damage  fees  will  be  prorated  on  the  basis  of  a three 
year  life  span  for  each  basal  text. 

Cost  of  replacing  books: 

(a)  The  cost  of  replacing  all  lost  books  should  be  the 
responsibility  of  the  student.  Normal  wear  and 
tear  for  use  of  a book  will  be  considered  during 
• the  second  and  third  year  only. 

(b)  Any  student  wishing  to  purchase  a book  might  use 
the  same  formula  used  in  replacing  a lost  book. 

(c)  Replacement  costs  of  all  lost  supplementary 
materials  will  be  determined  using  the  procedure 
outlilned  in  "a"  and  "b"  above. 


Page  3-20 


All  funds  accrued  from  damaged  or  lost  books  will  be  diverted  to  the 
account  of  the  academic  departments  involved  and  earmarked  as 
"textbook  funds  reclaimed".  These  accounts  may  be  used  for  the 
following  reasons: 

(a)  To  pay  for  the  real  cost  of  repair/binding  the 
texts  from  year  to  year. 

(b)  Provide  funds  for  the  department  to  make  fuller 
use  of  multiple  adoptions  every  three  years  or 
purchase  sets  of  supplementary  texts  during  any 
three-year  period. 

(c)  Help  defray  costs  of  providing  workbooks,  lab 
manuals,  tests,  and  other  supplementary 
materials  needed  to  enrich  the  course. 

(d)  Purchase  Programmed  Individualized  Instruction 
Sets  for  these  student(s)  who  continually  out- 
pace others  in  the  class. 

(e)  Purchase  parallel  texts  covering  the  basic 
concepts  of  the  course  with  varying  levels  of 
difficulty  for  different  ability  levels  in 
each  class. 

(f)  Replace  (at  no  cost  to  the  taxpayer)  lost  or 
damaged-beyond-repair  textbooks. 


3.10  Judicial  Process 

Behavioral  related  probation  is  used  as  a warning  of  the  fact  that 
if  further  violations  of  school  regulations  are  enacted,  the  act  may 
result  in  suspension  or  dismissal  from  school  during  the  academic 
year.  Individual  cases  are  determined  by  the  judicial  process. 


3.11  Requests  for  Information  About  Students 

Faculty  and  staff  occasionally  will  receive  requests  for  information 
about  students  from  outside  individuals  and/or  agencies.  In  order 
to  provide  information  for  legitimate  requests,  and  to  do  so  in  a 
manner  that  protects  the  rights  of  our  students,  the  following 
procedure  should  be  followed: 

If  contacted  by  telephone  for  information,  ask  that  the  caller  leave 
his  name,  telephone  number,  and  nature  of  request.  Immediately 
notify  the  Principal's  Office  or  the  Office  of  the  Dean  of  Students. 
A return  call  will  be  made. 

If  contacted  directly  on  campus,  ask  to  see  a written  approval  by 
the  Principal  or  Dean  from  the  person  making  the  request.  There 
should  also  be  a signed  release  form,  either  from  a parent  or 
guardian,  or  by  a student  (18  years  or  older)  or  the  graduate.  If 
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Che  person  does  noc  have  such  a letter,  direct  him/her  to  the 
administration.  Do  not  provide  information  otherwise. 

We  must  willingly  provide  information  that  assists  our  students  and 
their  families,  but  not  at  the  expense  of  violation  of  confidence  or 
instances  of  unauthorized  requests. 

3.12  Access  to  Student  Records 

The  Family  Educational  Rights  and  Privacy  Act  (FERPA)  is  a federal 
law  that  governs  the  maintenance  of  student  records.  Under  the  law, 
parents  of  students,  or  students  if  they  are  at  least  18,  have  both 
the  right  to  inspect  records  kept  by  the  School  about  the  student 
and  the  right  to  correct  inaccuracies  in  the  records.  Access  to  the 
records  by  persons  other  than  the  parents  or  the  student  is  limited 
and  generally  requires  prior  consent  by  the  parents  or  the  student. 
The  North  Carolina  School  of  Science  and  Mathematics  has  adopted  a 
written  policy  governing  all  the  rights  of  parents  and  students 
under  FERPA.  Copies  of  the  full  policy  are  available  in  the 
Registrar's  Office  and  the  Principal's  Office. 

The  North  Carolina  School  of  Science  and  Mathematics  classifies  the 
following  as  directory  information:  student's  name,  address, 
telephone  listing,  date  and  place  of  birth,  county,  participation  in 
officially  recognized  activities  and  sports,  weight  and  height  of 
members  of  athletic  teams,  dates  of  attendance,  awards  received,  and 
the  most  recent  previous  school  attended  by  the  student. 

School  officials  may  release  this  information  to  any  person  without 
the  consent  of  the  parents  or  the  student.  Any  parent  or  eligible 
student  who  objects  to  the  release  of  any  or  all  of  this  information 
without  his  consent  must  notify,  in  writing,  the  Principal  of  the 
school  where  the  records  are  kept  by  September  10  of  each  school 
year.  The  objection  must  state  what  information  the  parent  or 
student  does  not  want  to  be  classified  as  directory  information.  If 
no  objection  is  received  by  September  10,  the  information  will  be 
classified  as  directory  information  until  the  beginning  of  the  next 
school  year. 

Complaints  about  failures  of  the  North  Carolina  School  of  Science 
and  Mathematics  administrative  unit  to  comply  with  the  Family 
Education  Rights  and  Privacy  Act  may  be  made,  in  writing,  to  FERPA 
Office,  Department  of  Education,  330  Independence  Avenue,  SW, 
Washington,  D.C.  20201. 

A copy  of  this  statement  on  the  Student  Records  Access  Policy  is 
available  to  all  students  and  parents. 

3.13  Academic  Awards 

In  many  secondary  schools  it  is  a firm  tradition  and  policy  for 
various  academic  awards  to  be  presented  for  different  activities  and 
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departments  and  courses,  wherein  students  compete  with  each  other 
within  the  school  for  such  awards  and  honor. 

However,  there  are  a number  of  valid  reasons  for  not  establishing  a 
policy  at  the  School  of  Science  and  Mathematics  for  giving  such 
awards . 

The  School  attempts  to  foster  a feeling  of  community  and  cooperation 
wherein  students  help  and  support  each  other  in  the  attainment  of 
personal  and  academic  goals  (and  the  goals  of  the  School).  The 
striving  for  award.s  by  individuals  too  easily  leads  to  competition 
which  can  result  in  "putting  down"  other  students  in  order  to  gain 
an  award . 

It  is  virtually  impossible  to  develop  a system  which  provides  a 
degree  of  consistency  between  departments.  The  result  frequently  is 
that  some  departments  give  many  awards  while  other  departments  give 
relatively  few  awards.  The  results  can  be  divisive 
interdepartmental  rivalry. 

No  matter  what  criteria  are  established,  it  is  difficult  to 
accurately  acknowledge  excellent  individual  achievement.  The 
student  who  has  worked  the  hardest  and  come  the  farthest  toward  his 
or  her  own  particular  goals  is  often  overlooked. 

Practically  all  of  our  students  would  be  earning  honors  and  awards 
had  they  remained  in  their  home  high  schools.  In  fairness  to  our 
students,  public  comparison  of  their  achievements  should  be  made 
with  the  larger  state  population,  not  from  within  relatively  select 
groups . 

The  School  will  not  sponsor  or  condone  any  organization  in  which  all 
students  of  the  school  are  not  equally  eligible  for  membership. 

The  School  will  not  provide  for  a system  of  departmental  or  course 
awards  or  honors. 

The  School  will  not  provide  a class  ranking  of  its  graduates.  The 
students  have  already  been  selected  with  a more  extensive  set  of 
criteria  and  have  been  picked  from  among  a larger  population  than  is 
true  for  the  process  by  which  students  are  admitted  to  most 
universities.  It  is  quite  likely  that  every  one  of  these  students 
would  be  within  the  top  10%  of  his  or  her  graduating  class  in  the 
home  high  school.  A thorough  description  of  the  selection  process, 
the  curriculum  of  the  School,  and  the  grading  system  should  give 
college  admissions  decision  makers  information  equal  to  or  better 
than  a simple  class  ranking. 

Every  effort  will  be  made  co  compare  tne  attainment  of  students  of 
the  School  with  the  larger  population  of  high  school  students 
throughout  the  state.  Departments  and  students  will  be  encouraged 
to  apply  for  external  honors  (i.e.,  state,  regional  or  national),  to 
participate  in  academic  competition,  and  to  apply  for  other 
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scholarships  and  awards.  There  will  be  recognition  for  those 
students  at  an  appropriate  ceremony  on  campus. 


SPECIAL  ALLOWABLE  AWARDS.  Occasionally  it  is  important  to  recognize 
performance  in  Work  Service,  Community  Service,  athletics,  and  other 
areas  outside  of  the  instructional  program.  Individual  award  or 
recognition  ceremonies  for  each  program  will  be  planned  by  persons 
responsible  for  each  program  with  the  advice  of  the  Principal. 


3.14  Special  Programs  and  Co-Curricular  Activities 

The  academic  program  of  the  North  Carolina  School  of  Science  and 
Mathematics  includes  not  only  formal  classroom  instruction,  but  also 
credit  earned  through  Independent  Study,  Seminar  Studies,  and  the 
Mentor  Program.  Such  instructional  activities  are  included  in  the 
Course  Catalog  and  are  designed  to  conform  to  the  North  Carolina 
School  of  Science  and  Mathematics  graduation  requirements  set  forth 
in  the  same  publication. 

The  academic  program  is  also  complemented  by  a range  of 
co-curricular  activities.  These  activities  enhance  and  enrich  the 
academic  experience  but,  because  of  their  co-curricular  nature,  do 
not  carry  academic  credit  and  should  not  be  seen  as  substitutes  for 
academic  work.  Co-curriculars  are  designed  to  develope  one  or  more 
skills  or  interests  of  the  student.  Some  of  these  activities  are 
individual  in  nature,  allowing  the  student  to  work  alone,  while 
others  involve  groups  sharing  in  a common  interest  or  concern.  All 
students  are  encouraged  to  participate  in  one  or  more  of  these 
activities  as  their  schedules  permit. 


ATHLETIC  PROGRAM.  In  order  to  ensure  continuity  in  a program  that 
promotes  competitive,  physical  proficiency  in  athletics,  the  overall 
objective  must  be  commensurate  with  the  overall  objective  of  the 
school,  that  being  the  "pursuit  of  excellence."  The  Athletic  Program 
must  provide  a true  learning  experience  for  the  participants.  It 
must  encourage  participation,  and  not  the  role  of  spectator.  It 
must  strive  to  teach  the  basic  principles  of,  and  attitudes  toward, 
leadership,  competitiveness,  fair  play,  self-discipline  and 
teamwork.  Additionally,  it  must  reflect  sensitivity  to  the 
expectations  of  the  students,  faculty,  administrators,  and  coaches 
so  that  each  will  understand  how  they  function  as  an  integral  part 
of  NCSSM. 

The  objectives  of  the  NCSSM  Athletic  Program  are: 

(1)  To  provide  an  experience  that  would  complement 
the  student  athlete's  academic  endeavors  at 
NCSSM. 

(2)  To  provide  those  students  who  have  a high 
degree  of  physical  skill  a forum  that  would 
afford  them  the  opportunity  to  successfully 
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demonstrate  those  skills  in  a competitive 
situation. 

(3)  To  provide  an  experience  that  promotes 
enjoyment  through  participation  in  team  and 
individual  sports. 

(4)  To  provide  a safe  environment  for  those 
participating  in  competition. 

(5)  To  provide  a focal  point  for  the  develop- 
ment of  school  spirit. 

(6)  To  provide  an  experience  that  demonstrates 
to  the  educational  community  as  well  as  the 
athlete  the  overall  value  of  leadership 
and  self-discipline. 


WORK  SERVICE  PROGRAM.  The  Work  Service  provides  necessary  services 
in  the  operation  of  the  School,  benefiting  the  School  financially 
and  giving  the  student  a sense  of  involvement  which  creates  a 
communal  bond.  Each  student  is  expected  to  be  involved 
cooperatively  in  one  of  many  Work  Service  duties  for  three  hours  a 
week  each  year  of  attendance.  These  hours  will  be  performed  within 
a designated  area  while  additional  time  each  week  will  be  spent 
fulfilling  housekeeping  duties. 

For  seniors,  one  job  will  be  assigned  for  the  entire  year.  Juniors 
will  serve  one  semester  in  a general  service  area  and  one  in 
cafeteria  or  grounds. 

The  Work  Service  Program  is  coordinated  out  of  the  Dean  of  Students 
Office.  Requests  should  be  made  to  the  coordinator  indicating 
assistance  needed  by  faculty  or  staff,  such  as  tester,  computer 
aide,  laboratory  techician,  office  assistant. 


COMMUNITY  SERVICE  PROGRAM.  Incoming  juniors  have  the  option  of 
doing  their  volunteer  experience  or  community  service  in  their  home 
community  the  summer  before  or  after  their  junior  year  or  weekly 
while  at  school  in  Durham.  The  number  of  hours  required  varies  with 
the  option  chosen,  but  each  junior  should  contribute  an  average  of 
two  and  a half  hours  a week  in  volunteer  work.  This  program  helps 
the  student  develop  a greater  sensitivity  to  the  problems  and  needs 
of  the  community  from  which  he  comes  or  in  which  he  is  a new  member. 
This  program  is  also  coordinated  through  the  Dean  of  Students 
Office . 


MENTOR  PROGRAM.  The  Mentor  Program  was  established  to  bring  persons 
from  the  business,  industrial  and  educational  community  with  their 
skills  and  knowledge  to  be  role  models  for  our  students. 
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Seniors  are  encouraged  to  take  part  in  either  the  Mentor  Program  or 
an  independent  research  project.  If  the  Mentor  Program  is  elected, 
they  should  spend  three  to  five  hours  per  week  in  the  appropriate 
laboratory,  institution,  or  business.  The  coordinator  and  mentor 
will  assess  the  students  in  the  Mentor  Program  and  determine  the 
grade  at  the  end  of  the  year.  Credit  earned  and  a comment  will  be 
recorded  after  a student  has  completed  the  experience  in  the 
program. 

STUDY  OPTIONS  AND  SPECIAL  PROGRAMS.  Special  study  plans  are 
described  on  Page  31  of  the  NCSSM  Course  Catalog.  Students  may 
secure  an  application  form  from  the  Registrar's  Office  to  begin 
making  arrangements  for  Independent  Study,  Individualized  Study,  and 
Special  Seminars  (Page  20F) . Information  on  the  forms  will  direct 
the  students  to  the  proper  activities  and  sponsors  to  facilitate 
registration  for  these  programs. 


ADVANCED  PLACEMENT  PROGRAM.  The  School  provides  an  opportunity  for 
students  to  participate  in  the  Advanced  Placement  Program  of  the 
College  Entrance  Examination  Board  in  May  of  each  year.  Many 
seniors  and  some  juniors  take  one  or  more  of  the  major  examinations 
offered  each  year. 


INDEPENDENT  STUDY  PROGRAM.  Independent  study  is  a general  term 
describing  activities  at  the  North  Carolina  School  of  Science  and 
Mathematics  designed  to  provide  a variety  of  self-directing  learning 
opportunities  under  appropriate  supervision  of  the  faculty,  staff  or 
resource  personnel  from  outside  the  School.  Such  study  should 
answer  a need  not  met  by  the  established  curriculum  and/or  class 
schedule  and  will  usually  take  the  form  of  research  in  a 
well-defined  area  of  interest. 

Credit  will  vary  depending  on  the  project  as  planned  and  approved  by 
faculty/staff  sponsors  and  the  Principal.  Such  units  of  credit  must 
be  agreed  upon  by  the  student  and  supervisor  in  advance. 

If  a student  elects  to  do  an  Independent  Study  project  in  place  of  a 
mentorship  (which  earns  one-half  credit  per  year),  the  credit  for 
the  study  must  be  agreed  upon  as  at  least  one-half  credit. 

Independent  Study  students  and  sponsors  must  to  complete  the  form 
Application  for  Independent  Study  (Page  6F)  and  forward  it  to  the. 
Registrar's  Office. 

The  Registrar's  Office  will  review  the  proposal  in  terms  of  the 
student's  total  schedule  and  forward  it  to  the  Principal,  who  will 
(1)  assess  the  request,  (2)  approve  or  reject  the  proposal  and 
notify  the  Registrar  who  will  notify  the  student  and  sponsor,  (3) 
forward  a copy  of  the  Principal's  report  along  with  a revised 
schedule,  when  necessary.  A copy  of  the  action  taken  by  the 
Principal  will  be  filed  in  the  student's  official  record. 


Page  3-26 


The  Registrar's  Office  will  enter  the  specific  Independent  Study 
title  on  the  transcript. 

An  Independent  Study  will  be  assessed  by  the  sponsor  with  a written 
comment  at  the  end  of  each  quarter  grading  period  and  a comment  plus 
grade  at  the  end  of  a semester.  The  grade  will  be  in  the  form  of 
"S"  for  satisfactory  work  (credit)  and  "U”  for  unsatif actory  work 
(no  credit) . 

The  undertaking  of  an  Independent  Study  Project  or  course  should 
occur  only  after  careful  consideration  of  factors  which  include  time 
available,  other  responsiblities , and  the  student's  ability  to  be 
self-directed.  Students  may  drop  an  Independent  Study  Project  or 
course  only  with  approval  of  Dean  of  Academic  Affairs. 


INDIVIDUALIZED  STUDY.  There  may  be  opportunities  for  individualized 
study  of  standard  curricular  offerings.  Arrangements  proposed  by  a 
student  and  teacher  must  be  submitted  on  the  standard  Contract  for 
Individualized  Study  (Page  9F) . Grades  and  credit  will  conform  to 
all  policies,  procedures,  and  units  of  credit  which  pertain  to  the 
standard  course. 


WEDNESDAY  EVENING  SERIES.  An  interdisciplinary  required  course, 
developed  cooperatively  by  Residential  Life,  Health  Services, 
Guidance  and  Counseling,  and  faculty  focuses  on  the  personal,  social 
and  leadership  development  of  our  students.  This  series  will  be 
presented  during  each  of  the  four  quarters  in  the  school  year  on 
Wednesday  evenings.  Numerous  topics  will  be  covered,  including  time 
management,  health  and  nutrition,  leadership  styles  and  skills, 
college  planning,  peer  relationships,  coping  with  pressure,  and 
separation  from  NCSSM. 


EVENING  TUTORIAL.  Evening  tutorial  is  one  of  the  significant 
features  of  the  School  which  set  it  apart  from  day  schools.  The 
fact  that  teachers  are  available  on  study  evenings,  that  the  library 
is  open,  that  the  computer  room,  the  laboratories  and  other 
resources  are  open  emphasizes  the  commitment  that  is,  in  turn, 
required  of  students  — that  they  give  full  concentration  to  the 
programs  of  the  school  and  the  resources  available. 

On  each  of  the  evenings  Monday  through  Thursday,  teachers  are  on 
duty  to  assist  students.  Each  teacher  spends  approximately  two 
hours  one  evening  per  week.  As  much  as  possible,  each  department 
has  a teacher  available  each  evening. 

Faculty,  staff  and  volunteers  can  assist  significantly  in  the 
following  ways: 

Encourage  students  to  arrange  to  see  faculty/ staff  if 
they  seem  to  be  having  difficulty  completing 
assignments  or  understanding  the  subject.  Sometimes 
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just  a few  minutes  of  clarification  will  get  a student 
back  on  track. 

"Check  up"  on  students  who  have  been  given  assignments 
extending  over  a period  of  days,  to  see  that  they  have 
been  working  on  schedule  and  not  putting  off  the 
assignment . 

Hold  review  sessions  for  small  groups  of  students. 

Give  make-up  tests  or  other  assistance  only  to 
students  who  have  excused  absences.  (Tutorial  should 
not  be  used  as  a regular  test  period  for  testing  which 
should  be  done  in  class  time.) 

Consult  with  students  during  independent  projects. 

Provide  opportunitites  for  students  to  work  on 
projects  requiring  special  equipment  in  classes  and 
laboratories . 

Remind  students  that  other  members  of  the  department 
are  on  duty  other  evenings  and  may  be  able  to  assist 
them  when  their  teacher  is  not  there. 


SUPERVISED  STUDY  HOURS.  Each  evening  between  the  hours  of  8:00  p.m. 
and  8:00  a.m.  the  entire  campus  observes  "Study  Hours".  All 
activities  of  a non-academic  nature  are  suspended.  Students  are 
required  to  spend  this  time  in  independent  or  group  study  in  the 
resident  halls.  Computer  rooms,  laboratories  and  the  Mace  Library 
facilities  are  opened  until  10:00  p.m.  to  facilitate  the  "study 
hour"  concept. 


CLUBS.  For  NCSSM  a club  is  defined  as  any  group  of  students  who 
meets  one  or  more  of  the  following  criteria:  (1)  utilize  campus 
facilities  and/or  materials;  (2)  sponsor  fund-raising  activities; 
(3)  represent  NCSSM  in  any  capacity;  and  (4)  collect  dues  for  fees. 

All  organized  clubs  must  fill  out  a Club  Charter  Application,  Page 
10F,  in  order  to  receive  Inter-Club  Council  recognition.  These 
forms  are  available  from  the  Student  Council. 

NCSSM  requires  that  each  club  have  a faculty/staff  advisor. 
Faculty/staf f will  be  asked  to  sponsor  no  more  than  one  club. 


3. 16  Employing  Students 

Occasionally  there  may  be  reasons  for  the  School  to  employ  currently 
enrolled  students  during  vacation  periods.  The  Department  Head  of 
any  department  having  a need  which  can  be  filled  by  employing 
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students  should  discuss  it  with  the  Dean  for  Operations  and 
Institutional  Advancement  before  discussing  it  with  any  students. 

All  conditions  of  employment  (hours,  pay,  supervision)  will  be 
worked  out  between  the  Department  Head  and  the  Business  Officer. 

I 

Students  may  not  be  employed  for  pay  during  times  when  the  School  is 
in  session,  including  weekends.  While  regular  outside  employment  is 
not  permitted,  selected  occasional  outside  employment  opportunities 
(yard  work,  baby  sitting)  will  be  considered  by  the  Residential  Life 
Staff. 


3.17  Funds  for  Student  Activities 

The  various  activities  which  provide  important  experiences  for 
students  in  co-curricular  programs  require  funding  which  must  be 
provided  from  sources  outside  of  the  School's  regular  source  of 
funds . 

Sources  of  funds  are:  Parent  donations;  student  donations,  or 
charges  assessed  for  participation  in  activities;  student 
fund-raising  projects;  and  administrative  support  for  special 
projects  from  private  funds. 

In  order  to  make  sure  that  worthwhile  activities  are  encouraged 
^ within  reasonable  costs  and  through  sound  management,  the  following 

guidelines  will  be  used. 

Parents  will  be  asked  to  provide  funds  through  donations  to  the 
Student  Activities  Fund  and  asked  to  pledge  in  advance  of  each 
school  year  the  amount  they  plan  to  donate  to  this  primary  fund . 

Using  this  as  a base  amount,  separate  funds  appropriated  from 
parents  donations  will  support  a variety  of  activities.  An 
administrator  will  be  appointed  to  approve  and  administer  the  funds. 
Activities  include: 

Dean  of  Student's  Discretionary 
Educational  Enhancement  Activities 
Student  Activities 
Athletics/Recreation  Program 
Publications 
Parent  Organization 
Student  Council/Clubs 

Each  group  must  submit  its  proposed  budget  including  expenses  and 
sources  of  income  to  the  parent  organization  staff  person. 

Any  organization  which  does  not  have  its  funding  needs  met  by  the 
allocation  from  the  primary  fund  may  raise  funds  independently  under 
the  following  provisions: 

j)  (1)  Only  one  fund  raising  activity  per  year  for 

any  organization. 
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(2)  Accurate  records  must  be  kept  and  the  money 
deposited  in  the  Business  Office.. 

(3)  Any  off-campus  fund  raising  must  also  be 
approved  by  the  Development  Office. 

(4)  Funds  may  be  carried  over  from  one  year  to 
another,  but  funds  are  then  considered  as 
income  when  determining  needs  for  the  new 
year . 

(5)  Two  or  more  organizations  may  cooperate  in 
a fund  raising  activity,  but  it  will  count 
as  the  one  activity  of  the  year  for  each 
of  them.  There  must  be  clear  agreement  in 
advance  as  to  how  the  work  and  the  proceeds 
will  be  shared. 

(6)  The  nature  of  any  fund  raising  activity 
must  be  in  good  taste  and  appropriate  to 
the  purposes  of  the  School.  It  must  not 
take  an  inordinate  amount  of  the.  time  of 
any  students  or  interfere  with  classes  or 
other  aspects  of  the  school  program. 


3.18  Computer  Use  Policy 

All  policies  stated  here  intended  for  students  also  apply  to  faculty 
and  professional  staff. 

Faculty  and  professional  staff  are  encouraged  to  utilize  the 
computer  in  the  preparation  of  lesson  plans,  tests,  reports, 
experiments,  research,  planning,  budgets,  etc.  in  carrying  out 
their  duties.  Due  to  the  professional  nature  and  extent  of  the  work 
of  this  innovative  school,  such  effort  obviously  must  take  place 
both  on  and  off  campus. 

While  the  primary  purpose  of  authorizing  the  use  of  computers  and 
other  state  equipment  off  campus  is  to  further  the  work  of  the 
School,  it  is  also  recognized  that  one  of  the  best  ways  to  increase 
efficiency  on  the  computer  is  to  increase  everyone's  intelligent 
utilization  of  the  computer;  therefore,  peripheral  use  of  the 
computer  off  campus  for  non-school  related  activities  can  also  be 
recognized  as  a benefit  to  the  State  of  North  Carolina  as  a part  of 
continuous  learning. 

The  faculty  and  professional  staff,  with  the  approval  of  the  Head  of 
the  Computer  Science  Department  and/or  Principal  or  Dean,  may  be 
authorized  to  use  state  (NCSSM)  property  in  the  form  of  computers 
and  related  materials  off  campus  only  when  it  can  be  justified  as 
being  in  the  best  interest  of  the  state.  The  above-mentioned 
members  of  the  administration  will  also  ensure  that  the  borrower  is 
adequately  trained  in  the  operation  and  care  of  the  equipment. 
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The  form  for  check  out  of  education  equipment/supplies  in  this 
handbook  (Page  12F)  shall  be  used  with  the  exception  that  the  Head 
of  Computer  Science,  the  Principal  or  a Dean  must  also  sign  the 
form.  In  addition  a separate  inventory  book  for  computers  to  be 
used  off  campus  will  be  maintained  in  the  Business  Office,  listing 
the  asset  number,  serial  number,  and  a brief  description  of  each 
piece  of  equipment. 

Each  individual  borrowing  said  equipment  must  sign  in  the  inventory 
book  under  the  following  inscription: 

I hereby  acknowledge  the  receipt  of  the  equipment 
listed  above  which  will  be  used  in  the  development  of 
my  professional  capabilities  in  connection  with  my 
assigned  duties  at  NCSSM.  I acknowledge  that  this 
state  equipment  is  subject  to  recall  at  any  time,  but 
in  no  event  will  I keep  it  in  my  possession  for  more 
than  three  (3)  months  from  this  date  without  requesting 
permission  for  an  extension  in  writing.  I also 
acknowledge  that  the  initiation  of  an  extension  if  it 
is  desired  is  my  responsibility. 

NCSSM  requires  that  all  of  its  students  gain  computer  literacy  in 
order  to  graduate . The  school  believes  that  computers  are  as  much  a 
tool  of  learning  as  books,  microscopes,  and  telescopes.  Today  they 
are  essential  to  the  efficient  pursuit  of  knowledge;  however,  due  to 
a computer's  cost,  special  procedures  for  off  campus  use  are 
required.  Faculty  and  professional  staff  are  always  encouraged  to 
increase  their  own  proficiency  in  computer  use  and  to  increase  the 
effectiveness  of  their  instruction  in  every  possible  way.  It  is  the 
policy  of  NCSSM  to  encourage  all  of  its  faculty  and  professional 
staff  to  make  maximum  use  of  modern  equipment  for  these  purposes. 


The  use  of  the  computer  is  a privilege  given  to  students  at  NCSSM. 
This  privilege  demands  responsible  and  courteous  behavior  from  all 
users.  Any  users  found  to  be  misusing  the  computer  or  peripheral 
equipment  will  lose  this  privilege. 

The  primary  purpose  of  the  computer  is  to  enhance  learning.  It  is 
used  not  only  to  study  areas  of  computer  science,  but  also  as  a tool 
for  calculating  and  word  processing  in  all  academic  areas.  Any 
other  use  of  the  computer  is  incidental  to  this.  All  users  must 
realize  that  use  of  the  mail  or  phone  commands  and  the  printer  must 
be  reasonable  and  should  not  inhibit  the  academic  use  of  the 
machine . 


Each  person's  account  is  viewed  as  his  or  her  personal  property. 
Thus,  it  is  private  and  should  not  be  violated  by  anyone.  Each  user 
should  realize  that  disclosing  his  or  her  password  to  another  person 
is  giving  that  person  tacit  approval  to  use  his  or  her  account. 
This  is  also  true  of  all  system  and  administrative  accounts. 

In  view  of  this  right  of  privacy  and  personal  property,  any  student 
who  gains  unauthorized  knowledge  of  a password  that  gives  that 
student  access  to  anyone  else's  account  or  to  the  system  account 


a 
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must  immediately  tell  the  password  owner  so  that  the  password  can  be 
changed.  Whoever  does  not  do  this,  whether  or  not  he  or  she  ever 
uses  that  knowledge,  will  be  recommended  for  dismissal  from  the 
School . 

Any  other  computer-related  behavior  that  is  viewed  as  unacceptable 
to  the  school  will,  in  the  least,  result  in  the  loss  of  computer 
privileges . 

For  any  person  to  gain  the  privilege  to  access  the  computer  either 
through  his  or  her  own  account  or  through  a public  account,  it  is 
necessary  to  read  the  above  statement  and  to  sign  an  agreement  which 
may  be  obtained  through  the  Mathematics  and  Computer  Science 
Department . 


3.19  Library  Services 

Refer  to  the  Student  Handbook  and  Section  4.3.3  of  this  handbook  for 
policies  on  library  services,  Computer  Room,  photocopier  services, 
student  loans,  reserve,  and  fines  and  payment  for  lost  materials. 


3.20  Students  and  Legal  Authorities 

There  are  strict  legal  guidelines  that  must  be  followed  when  police 
or  similar  legal  authorities  wish  to  contact  students.  The  policy 
established  by  NCSSM  is  comprehensive  and  available  in  the 
Director's,  Principal's,  or  Deans'  offices.  Law  enforcement 
officials  wishing  to  contact  students  at  school  for  any  reason 
should  be  directed  to  report  their  presence  to  the  Principal  (on 
weekends  to  the  Security  Officer  on  duty). 


o 
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4.0  FACULTY/ STAFF  RELATED  POLICIES 

School  policies  are  developed  in  a number  of  ways.  Most  are 
determined  by  the  administration  of  the  School  under  authority 
delegated  by  the  Board  of  Trustees  and  with  input  from  faculty  and 
staff.  Some  policies  are  determined  directly  by  the  Board  of 
Trustees  upon  recommendations  from  the  Director.  Some  policies 
result  from  the  laws  of  the  State  of  North  Carolina  and  procedures 
of  the  Department  of  Administration  and  the  University  of  North 
Carolina  Board  of  Governors  in  intrepreting  and  implementing  those 
laws.  Wherever  possible  policies  and  practices  followed  by  the 
public  schools  of  the  State  of  North  Carolina  which  will  not  hinder 
or  detract  from  the  purposes  of  the  School  are  followed. 

The  unusual  nature  of  the  School  and  its  continuing  evolution  as  an 
institution  within  the  general  educational  community  of  the  state 
will  necessitate  continued  review  and  refinement  of  these  policies. 


4.1  Certification 

Teacher  certification  is  not  a requirement  for  employment  at  NCSSM. 

Faculty  members  who  wish  to  maintain  their  certification  may  earn 
renewal  credit  through  one  or  a combination  of  the  following 
activities: 


Senior  College  or  University  Credit 

Experience  (One  unit  for  each  year  of 
professional  education  experience 
within  the  five-year  renewal  period) 

Local  In-Service  Courses  or 
Workshops  (One  unit  for  each 
ten  clock  hours  of  instruction) 

Approved  Travel  (One,  two,  or  three 
units  within  the  five-year  renewal 
period) 

Individualized  Staff  Development 
(Limited  to  individuals  employed 
in  the  public  or  non-public  schools 
approved  to  administer  in-service 
activities) 

CEU  (Continuing  Education  Units) 


No  limit 

3 unit  limit 

No  limit 

3 unit  limit 

6 unit  limit 
No  limit 


Each  type  of  renewal  activity  listed  above  is  shown  with  the  maximum 
units  of  credit  allowed  for  that  type  of  activity  toward  each 
renewal.  Each  five-year  renewal  period  begins  July  I of  the  year 
preceding  by  five  the  "Expiration  Date"  shown  on  the  certificate. 
All  expired  certificates  will  be  reinstated  dating  five  years  from 
the  completion  date  of  the  renewal.  Individuals  employed  prior  to 


Page  4-3 


September  1 may  include  credit  earned  by  September  1 of  that  year  as 
part  of  the  renewal  and  receive  a renewed  certificate  dating  from 
July  1.  Those  employed  after  September  1 may  count  renewal  credits 
completed  prior  to  the  beginning  date  of  employment. 

Faculty  members  who  wish  to  renew  their  certificates  or  become 
certified  should  file  all  earned  credit  in  the  Associate  Principal 
who  will  forward  all  official  records  and  requests  for 
certification/ renewal  with  the  North  Carolina  Board  of  Certification 
for  faculty  members  as  required  units  of  credit  are  earned. 


TUITION  WAIVER.  As  an  affiliate  school  of  the  University  of  North 
Carolina  full-time  facility  and  staff  members  may  enroll  in  not  more 
than  one  course  per  semester  at  any  campus  of  the  University  and 
tuition  will  be  waived. 

The  following  procedure  applies: 

(1)  Written  certification  from  chairman  of  the  academic 
department  offering  the  course  that  space  is  available; 

(2)  Written  certification  that  enrollment  in  the  course 
will  not  interfere  with,  or  conflict  with,  the 
satisfactory  performance  of  normal  employment 
obligations  of  the  employee.  Certification  must  be  on 
the  Application  for  Faculty/Staff  Tuition  Waiver  Form, 

Page  5F,  available  in  the  Dean  of  Operations  Office. 
Certification  will  be  made  by  either  the  Director, 
Principal  or  Deputy  Director  for  Operations  and 
Institutional  Advancement  for  persons  under  their 
jurisdictions . 

(3)  Deliver  one  copy  of  the  completed  form  to  the 
Registrar  of  the  enrolling  institution,  and  the  Deputy 
Director  for  Operations  and  Institutional  Advancement  at 
NCSSM. 

This  privilege  is  limited  to  employees  who  meet  the  requirements  for 
admission  to  the  University  and  who  have  been  duly  admitted  by  the 
appropriate  Office  of  Admissions.  (For  the  University  of  North 
Carolina  application  for  admission  must  be  filed  at  least  30  days 
prior  to  the  beginning  of  the  semester.) 

Free  tuition  applies  to  charges  for  the  regular  academic  year.  It 
does  not  cover  charges  or  fees  for  enrollment  In  correspondence 
courses,  continuing  education  courses,  extension  courses,  summer 
session,  or  other  instruction  supported  by  receipts  from  enrollees. 
Moreover,  it  does  not  apply  to  such  other  expenses  as  travel,  lab 
expenses,  material  fees  and  the  like. 
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4.2  Attendance 


4.2.1  Leave 

Leave  policies  of  state  employees  are  explained  in  WORKING  FOR  NORTH 
CAROLINA.  Variations  in  policies  that  apply  only  to  faculty  are 
described  below. 


VACATION.  Full-time  permanent,  probationary,  or  trainee  employees 
are  granted  at  least  94  hours  (11  3/4  days)  of  vacation  leave  each 
year.  Part-time  employees  are  granted  vacation  leave  on  a pro-rata 
basis.  The  longer  you  work,  the  more  vacation  leave  you  are 
granted.  The  chart  below  breaks  down  vacation  leave  earned. 


WHEN  YOU 
HAVE  WORKED 
(Years) 

YOU  ARE  GRANTED 

HOURS 

EACH  YR 

(8-Hr.  Days) 

MONTHLY 

YEARLY 

Less  than  2 

7 hrs.  50  mins. 

94 

11% 

2 but  less  than  5 

9 hrs.  10  mins. 

110 

13% 

5 but  less  than  10 

1 1 hrs.  10  mins. 

134 

16% 

10  but  less  than  15 

13  hrs.  10  mins. 

158 

19% 

1 5 but  less  than  20 

15  hrs.  10  mins. 

182 

22% 

20  or  more 

17  hrs.  10  mins. 

206 

25% 

Faculty  may  not  take  vacation  days  when  students  are  in  attendance 
at  classes  or  during  required  activities.  Hie  administration  may 
designate  certain  teacher  workdays  as  required,  when  vacation  days 
may  not  be  taken. 

Faculty  and  other  10-month  employee  vacation  days  scheduled  in  the 
school  calendar  shall  be  charged  in  calculating  the-  amount  of  leave 
taken.  Holidays  are  not  charged  as  vacation  leave  days. 

The  North  Carolina  General  Assembly,  1983  Session,  Ratified  Bill, 
General  Statute  115C-302  reads: 

"The  first  10  days  of  vacation  leave  earned  by  a teacher 
during  any  fiscal  year  period  shall  be  scheduled 
(charged)  to  be  used  in  the  school  calendar  adopted  by 
the  respective  local  boards  of  education." 

This  means  that  days  taken  other  than  day  breaks  designated  as  State 
Holidays  during  the  Christams  break  shall  be  charged  to  vacation 
leave.  Spring  break  days  to  be  charged  will  be  indicated  in  the 
School  Calendar.  Any  teacher  workday  that  the  teacher  is  absent 
shall  also  be  charged  to  vacation  or  sick  leave.  (Refer  to  the 
School  Calendar  for  vacation  and  holidays) 
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FACULTY  PROFESSIONAL.  Faculty  are  to  secure  an  Advance  Faculty 
Leave  Request  Form  (Page  4F)  and  obtain  a signature  from  their 
department  head  who  will,  once  approved,  forward  the  request  to  the 
Principal.  The  Principal  will  approve  or  deny  the  request  and  send 
notice  of  the  decision  to  the  teacher  and  department  head.  The 
department  head  will  plan  together  with  the  teacher  for 
instructional  coverage  if  the  leave  has  been  granted,  and  a copy  of 
the  request  will  be  placed  in  the  teacher's  file  and  personal  leave 
request  file  in  the  Personnel  Office. 


PERSONAL.  Teachers  are  to  apply  in  advance  directly  to  the 
Principal  who  will  approve  or  deny  the  request  and  send  notice  of 
the  decision  to  the  teacher  and  department  head  who  will  plan 
together  for  instructional  coverage  if  the  request  is  approved. 


SICK.  The  amount  of  sick  leave  earned  each  month  is  equivalent  to  a 
full  8 hours  per  month  (one  working  day).  Sick  leave  can  be  used 
for  illness  in  the  immediate  family  (confined  to  spouse,  parents, 
children  and  other  dependents  living  in  the  household)  and  for  death 
in  the  immediate  family  (family  for  this  purpose  is  defined  as  wife, 
husband,  mother,  father,  brother,  sister,  son,  daughter, 
grandmother,  grandfather,  grandson,  granddaughter,  and  grandfather). 
Also  included  are  step,  half  and  inlaw  relationships  as  appropriate 
based  on  the  above  listing.  No  amount  of  time  is  set  as  a limit  for 
either  use  of  sick  leave.  The  decision  is  left  to  appropriate 
management  and  based  on  individual  needs . 

Reinstatement  of  accrued  sick  leave  will  be  mandatory  within  three 
years  from  any  type  of  separation.  Sick  leave  is  accruable 
indefinitely,  and  can  be  transferred  from  administrative  units 
within  the  state  if  transfer  is  applied  for  within  30  months. 


ADVANCED  SICK.  Teachers  need  to  report  to  department  heads  in  order 
to  plan  together  for  instructional  coverage. 


EMERGENCY  SICK.  Teacher  must  notify  his/her  department  head,  either 
at  home  or  at  school,  as  quickly  as  possible.  The  department  head 
is  responsible  for  (1)  executing  emergency  lesson  plans  on  file,  (2) 
arranging  for  a substitute,  or  (3)  notifying  students  and 
appropriate  personnel  when  a class  must  be  canceled. 


FUNERAL/RELIGIDUS . Funeral  leave  and  leave  for  observation  of 
religious  holidays  are  subdivisions  of  sick  leave. 


PARENTAL.  In  accordance  with  Title  VII' s policy  on  equal  employment 
opportunity,  female  faculty  or  staff  shall  not  be  penalized  in  their 
condition  of  employment  because  they  require  time  away  from  work 
caused  by  or  contributed  to  by,  pregnancy,  miscarriage,  abortion. 


Page  4-6 


childbirth,  and  recovery.  (See  Page  19  of  the  WORKING  FOR  NORTH 
CAROLINA  for  additional  information.) 

CIVIL.  Teachers  should  notify  their  department  head  as  early  as 
possible  to  plan  for  instructional  coverage.  Teachers  serving  on 
jury  duty  will  not  lose  salary  for  the  time  served  as  a juror.  Any 
compensation  earned  as  a juror  will  be  retained  by  the  teacher  or 
staff  member. 


4.2.2  Resident  Advisor  Absences 

PROFESSIONAL  LEAVE.  In  developing  and  sustaining  the  Residential 
Life  Program  it  is  important  that  RA's  have  opportunities  for 
professional  improvement  through  attendance  at  workshops, 
conferences,  visits  to  other  educational  and  scientific  agencies, 
and  meeting  with  professional  colleagues.  Because  this  is  of  direct 
value  to  the  school,  such  opportunities  will  be  available  to  all 
members  of  the  Residential  Life  Staff.  There  are  obvious 
restrictions  due  to  budgetary  and  calendar  considerations.  Requests 
for  such  absences  and  for  the  budgetary  support  necessary  for  them 
will  be  approved  by  the  Dean  of  Students. 


PERSONAL  LEAVE.  On  rare  occasions  it  may  be  necessary  for  an  RA  to 
be  absent  for  a pressing  personal  need.  Such  absences  must  be 
approved  by  the  Dean  of  of  Students  and  will  require  the  covering  of 
residential  program  responsibilities  by  another  staff  member. 


4.2.3  Procedure  for  Coverage 

Notify  your  department  head  well  in  advance  of  the  expected  absence. 
This  should  be  done  at  least  a day  in  advance  except  in  the  case  of 
an  emergency. 

Leave  lesson  plans  for  each  period  with  your  department  head  or  in 
the  Principal's  Office.  Your  substitute  teacher  should  not  be 
expected  to  take  lesson  plans  over  the  telephone . 

Leave  or  send  keys  for  classroom  to  your  department  head  or  to  the 
Principal . 

Call  your  department  head  by  3:00  p.m.  if  your  absence  is  to  be 
extended  beyond  the  designated  time  specified  in  prior  arrangements. 
Teachers  who  do  not  report  in  by  3:00  p.m.  on  the  day  of  their 
absence  are  expected  to  be  at  work  the  next  day. 

A copy  of  the  class  schedule  and  class  roll  should  be  on  file  in 
each  instructor' s classroom.  These  records  should  be  accessible  to 
the  department  head  for  emergency  situations.  Copies  of  the  above 
may  be  filed  in  the  Principal's  Office  for  more  effective  coverage 
when  teachers  are  absent . 
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SUBSTITUTE  TEACHERS.  It  is  the  policy  of  the  School  to  provide 
qualified  substitutes  whenever  possible.  The  names  of  persons  who 
have  been  cleared  through  our  Personnel  Office  are  listed  on  an  the 
"Approved  List  of  Substitutes."  These  persons  are  the  only  ones 
approved  for  employment  as  substitute  teachers. 

In  special  circumstances  other  instructional  arrangements  may  be 
made  in  cooperation  with  the  department  head,  for  example,  special 
speakers  or  films,  which  may  be  supervised  by  non- instructional 
persons . 

Salary  and  the  method  of  payment  for  substitutes  shall  be  in 
accordance  with  those  regulations  established  by  the  State.  The 
minimum  time  that  a regular  teacher  is  charged  for  any  absence  shall 
not  be  LESS  than  ONE-HALF  of  ONE  SCHOOL  DAY,  nor  LESS  than  ONE  DAY 
if  an  excess  of  one-half  of  one  day  leave  is  taken. 


4.2.4  Inclement  Weather 
FACULTY  AND  PROFESSIONAL  STAFF 

Before  School  Hours . Faculty  and  professional  staff  are  urged  to 
listen  to  broadcast  reports  concerning  ice/ snow  and  other  adverse 
weather  conditions  that  prevent  safe  driving  and  to  be  informed  of 
plans  for  NCSSM. 

These  are  the  stations  to  refer  to:  WFTF-AM,  WQDR-FM,  WRAL-FM, 
WDNC-FM,  and  Channel  28  TV. 

When  Durham  County/City  Schools  and  other  adjacent  county  schools 
delay  the  opening  of  school  or  close  schools  entirely,  faculty  and 
professional  staff  are  to  determine  for  themselves  whether  it  is 
safe  to  drive  to  the  campus  of  NCSSM.  Faculty  who  cannot  get  to 
classes  should  call  the  Office  of  the  Associate  Principal  or  the 
Principal's  Office  by  8:00  a.m.  or  notice  of  cancellation  of 
classes  will  be  posted  throughout  the  campus. 

During  School  Hours . In  the  event  of  developing  weather  conditions 
during  the  school  day  which  could  prevent  safe  return  home,  the 
Director  or  his  designate  will  announce,  via  special  memo  to  all 
classrooms  and  academic  offices,  the  cancellation  of  classes. 
Faculty  will  be  responsible  for  placing  class  cancellation  notices 
on  the  classroom  doors.  Information  concerning  the  next  school 
day's  lessons  should  also  be  included  in  the  notice. 


OFFICE  STAFF,  ADMINISTRATORS,  12-MONTH  FACULTY 

Before  School  Hours . Twelve-month  staff  and  administrators  are  to 
report  to  their  duties  when  it  is  safe  to  do  so.  Persons  who  will 
be  delayed  arriving  to  work  more  than  one  hour  are  urged  to  call 
their  supervisor's  office  to  explain  the  delay. 
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During  Work  Hours.  When  weather  conditions  develop  during  the  day 
which  will  influence  safe  return  home,  the  Director  or  his  designate 
will  communicate,  via  special  memo  to  all  offices,  that  department 
supervisors  should  encourage  all  non-essential  personnel  to  leave. 


RESIDENTIAL  LIFE  STAFF,  SECURITY,  MAINTENANCE,  FOOD  SERVICE 
EMPLOYEES 

Maintenance  will,  at  first  sign  of  snow  and  ice,  salt  all  entrances 
and  walkways.  After  major  accumulations  of  snow  and  ice, 
maintenance  will  arrange  for  its  removal  from  entrances,  major 
walkways,  and  major  access  streets. 

Food  Service  has  a plan  to  shift  from  electricity  to  gas  in  case  of 
power  failure  and  vice  versa.  It  also  has  stand-by  menus  and 
supplies. 

Broken  water  pipes  and  steam  lines  should  be  immediately  reported  to 
Security  who  will  contact  the  Plant  Manager  or  the  designated  duty 
officer. 

DISASTERS.  If  or  when  fire,  tornados,  or  other  possible  disasters 
occur,  all  School  personnel  will  follow  plans  used  in  drills  and  the 
policy  handbook.  Emergency  generators  and  lights  are  in  working 
order,  but  must  be  checked  regularly. 

Mattresses,  blankets,  sheets  and  pillows  are  in  the  storage  room  in 
Hill  House  ground  floor  next  to  the  lecture  room.  Additional  rooms 
are  available  in  dormitories  and  also  in  the  cottage  which  has 
electric  baseboard  heat. 


4.2.5  Federal  Wage  and  Hour  Law 

Provisions  of  the  Federal  Wage  and  Hour  Law  apply  to  state  and  local 
government  employees.  The  Personnel  Office  informs  each  employee  if 
he  or  she  is  subject  to  this  law  or  exempt  from  it.  Employees  who 
are  subject  to  the  law  you  allowed  to  work  40  hours  a week,  8:00 
a.m.  to  5:00  p.m.  with  an  hour  for  lunch  in  the  middle  of  the  day. 
If  work  is  required  beyond  the  stated  working  hours,  it  must  be 
approved  by  the  supervisor,  and  the  supervisor  must  be  present  while 
the  overtime  work  is  being  done.  Work  beyond  5:00  p.m.  is 
considered  overtime  only  when  the  employee  actually  works  40  hours 
during  that  week. 

If  the  employee  is  authorized  to  work  overtime,  compensatory  time  at 
time  and  a half  will  be  earned  and  must  be  taken  during  the  month  in 
which  it  is  earned. 

An  employee  who  is  called  in  to  work  before  or  after  his  scheduled 
hours  of  work  or  on  non— work  days  shall  be  allowed  compensatory  time 
off.  A minimum  of  two  hours  is  credited  for  emergency  call-back 
work.  If  the  work  takes  more  than  two  hours  to  complete,  the 
employee  shall  be  credited  for  the  actual  time  on  call-back,  and  if 
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call-back  does  not  result  In  overtime  that  week,  the  employee  will 
receive  compensatory  time  earned  at  straight  time.  In  rare  and 
unusual  cases  when  compensatory  time  cannot  be  taken,  the  employee 
will  be  paid  for  the  overtime  at  one  and  one-half  times  the  regular 
hourly  wage. 


4.2.6  Reporting  of  Monthly  Leave 

Each  dean,  department  head  and  supervisor  is  responsible  for 
assuring  that  a monthly  leave  record  is  submitted  for  EACH  EMPLOYEE 
whether  any  annnual  leave  or  sick  leave  was  taken  or  not  each  month. 
The  NCSSM  Leave  Record  Form  (Page  17F)  should  be  submitted  to  the 
Personnel  Office  by  the  2nd  working  day  of  the  following  month. 
This  information  is  recorded  and  a statement  issued  on  the  following 
month  indicating  the  time  taken  and  amount  of  leave  accumulated. 

Time  sheets  must  be  completed  and  signed  each  week  by  each  employee 
covered  by  the  Federal  Wage  and  Hour  Law,  and  then  signed  and 
submitted  by  the  supervisor  to  the  Personnel  Office  no  later  than 
noon  on  Monday  every  two  weeks.  Bi-weekly  time  sheets  are  provided 
by  the  Personnel  Office. 


4.3  Affiliations 


The  NCSSM,  as  a public  high  school,  should  seek  affiliations  with 
various  statewide  and  national  student  activity  groups  much  the  same 
as  other  public  high  schools  in  the  state  do.  Such  groups  should 
have  objectives  and  programs  which  are  congruent  with  the  objectives 
and  programs  of  NCSSM.  Activity  groups  should  have  the  approving 
sanction  of  national  or  state  sponsoring  groups  whose  standards  have 
been  met . Such  groups  or  agencies  include  the  Department  of  Public 
Instruction,  the  National  or  the  North  Carolina  Science  Teachers 
Association,  the  National  or  the  North  Carolina  Council  of  Teachers 
of  Mathematics  or  other  established  educational  or  scientific 
societies.  Organizations  whose  activities  and  purposes  are 
primarily  religious  in  orientation  would  not  be  appropriate 
affiliates  for  a tax-supported  school. 

Expenses  for  fees  or  registration  or  membership  which  will  benefit 
the  entire  group  of  students  participating,  or  the  entire  school, 
should  be  paid  by  NCSSM.  Other  expenses  for  equipment,  materials, 
etc.,  will  have  to  be  considered  on  an  individual  basis  as 
particular  needs  arise.  The  expenses  of  groups  of  students 
traveling  away  from  school  will  have  to  be  borne  by  the  students 
insofar  as  possible.  For  students  for  whom  this  would  be  a 
hardship,  private  funds  might  be  sought  through  the  Dean  of  Student 
or  the  Principal. 

Any  group  within  the  School  having  statewide  or  national  affiliation 
must  secure  a faculty  or  staff  sponsor  willing  to  provide  the 
leadership  and  supervision  for  all  activities.  Where  appropriate, 
the  students  should  assume  as  much  responsibility  as  possible  for 
leadership  and  carrying  out  the  aims  of  the  particular  program,  but 
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the  faculty/ staff  sponsor  must  ultimately  assume  the  full 
responsibility  for  the  program. 

Groups  from  other  public  schools  invited  to  visit  NCSSM  for  purposes 
of  participating  in  planned  activities  must  give  assurance  that  they 
will  be  supervised  and  that  their  program  is  in  line  with  the 
purposes  of  the  particular  NCSSM  organization  sponsoring  the  visit. 


4.4  Dual  Employment 

Occasionally  a situation  occurs  in  which  a person  is  employed  by 
NCSSM  and  another  state  agency,  particularly  by  one  of  the  nearby 
universities.  There  are  numerous  regulations  and  guidelines 
regarding  such  dual  employment.  Anyone  who  is  under  this  category 
should  check  with  the  Personnel  Office  for  detailed  information 
concerning  such  employement.  Your  supervisor  must  approve  any 
outside  employment  and  must  state  in  writing  that  such  employment 
will  not  interfere  with  your  duties  at  NCSSM. 


4.5  Consulting  Services  by  School 

Representatives  from  schools  and  other  educational  organizations 
visit  the  campus  for  purposes  of  learning  about  the  School  and  its 
programs  are  welcome  subject  to  the  school  calendar  and  availability 
. of  staff  time.  There  is  no  charge  for  informal  visits  to  tour  the 
campus  and  for  a brief  introductory  meeting  with  administrators  and 
faculty.  Also,  for  all  non-profit  public  North  Carolina 
organizations  there  is  no  charge. 

However,  extensive  on-campus  developmental  services  including 
extended  informational  meetings  with  key  personnel  and  provision  of 
copyright  of  operating  documents  (handbooks,  catalogs,  syllabi, 
course  outlines)  with  permission  for  future  use  by  the  visiting 
group  there  is  a consulting  fee  because  these  represent  highly 
developed  experiences  and  a substantial  commitment  of  time. 

For  out-of-state  organizations  the  charges  in  effect  are:  $300  per 
day  for  up  to  two  specific  program  areas  (mathematics,  computer  use, 
science,  humanities,  mentorship,  residential  life,  community 
service,  etc.);  and  $500  per  day  for  all-inclusive  (courses, 
admissions,  residential  life,  administrative  organization,  etc.). 
Funds  generated  are  applied  to  further  curriculum  development 
activities. 


4.6  Publication,  Patent , Copyright,  Consulting 

The  North  Carolina  School  of  Science  and  Mathematics  is  dedicated  to 
instruction,  research,  and  extending  knowledge  to  the  public  (public 
service) . It  is  the  policy  of  the  School  to  carry  out  its  scholarly 
work  in  an  open  and  free  atmosphere  and  to  publish  results  obtained 
from  there  freely. 
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It  is  also  the  policy  to  encourage  employees  to  serve  as 
consultants,  speakers,  workshop  facilitators,  and  to  provide  other 
services  to  the  public. 

Specific  policies  pertaining  to  these  and  similar  matters  will  be 
developed  under  the  guidelines  of  the  University  System  and  will  be 
published  as  an  addendum  to  this  section  of  the  Handbook. 

Until  such  policies  are  developed  and  approved  by  the  Board  of 
Trustees,  employees  or  students  who  undertake  research,  writing, 
speaking,  consulting  or  other  activities  where  outside  compensation 
may  result,  should  meet  with  the  Director  to  determine  the 
appropriateness  of  such  compensation  relative  to  use  of  school 
facilities,  equipment,  personnel,  time,  and  the  degree  to  which  they 
are  seen  as  representing  the  School. 


4.7  Equipment/ Supplies 

All  equipment  is  identified  by  asset  (inventory)  stickers. 
Notification  must  be  given  to  the  Business  Office  when  any  equipment 
is  moved  from  original  permanent  location  to  a new  permanent 
location. 


INSTRUCTIONAL  SUPPORT  EQUIPMENT.  The  Media  Services  is  responsible 
for  coordinating  the  purchase,  use,  and  maintenance  of  instructional 
equipment  (except  micro-computers)  which  is  designed  for  use  in  more 
than  one  subject  area  (example:  film  projectors,  slide  projectors, 
tape  recorders) . 

Media  Services  will  purchase,  maintain,  and  distribute  on  request  a 
sufficient  inventory  of  such  equipment  to  meet  the  general  school 
needs  for  occasional  use  (including  non-ins tructional  departments 
such  as  admissions  and  development). 

It  will  be  provided  with  budgeted  funds  to  enable  it  to  provide  this 
service . 

Any  department  which  has  full  time  need  for  such  equipment  may 
purchase  the  equipment  from  its  own  budget  subject  to  the  following. 

Once  the  need  has  been  established  and  budget  allocated,  Department 
Heads  must  consult  with  the  Coordinator  of  Media  Services  to  assure 
compatibility,  repairability,  and  the  best  price  available  of 
various  models  of  the  equipment  needed.  The  Coordinator  of  Media 
Services  must  approve  the  make  and  model  requested. 

Media  Services  will  set  up  a regular  maintenance  schedule, 
coordinating  maintenance  and  repair  of  department  "owned"  equipment 
along  with  media  services  general  equipment.  Departments,  in 
consultation  with  Media  Services  staff  , will  estimate  and  budget 
annually  in  their  own  budgets  the  cost  of  maintenance,  repairs, 
replacement  bulbs,  parts,  etc.  After  maintenance  and/or  repairs  are 
done  as  scheduled  by  Media  Services,  the  costs  are  charged  to  the 
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"owning”  department.  (Example:  A service  representative  is  hired 
to  come  in  to  clean,  adjust,  change  the  belts  on  three  16-millimeter 
film  projectors.  Two  are  for  general  use,  one  "owned”  by  a 
department.  One  third  of  the  time  cost  will  be  charged  to  the 
department  projector  along  with  cost  of  parts  for  it.) 

Departments  purchasing  their  own  equipment  are  advised  to  assign  a 
Work  Service  student  to  be  responsible  for  the  use  and  availability 
of  the  equipment.  Media  Services  will  provide  training  for  students 
on  proper  maintenance,  care  and  usage. 

Because  of  the  large  number  of  microcomputers  under  the 
responsibility  of , the  Department  of  Mathematics  and  Computer 
Science,  policies  similar  to  the  above  will  pertain  to  purchase  and 
maintenance  of  microcomputers  and  peripheral  equipment,  coordinated 
by  the  Department  of  Mathematics  and  Computer  Science. 

Mathematics  and  Computer  Science  will  make  available  micros  for 
occasional  use  to  any  department.  Departments  wishing  to  purchase 
their  own  microcomputer  must  check  with  the  Head  of  Mathematics  and 
Computer  Science  for  compatibility,  repairability , etc.  The  Head  of 
Mathematics  and  Computer  Science  must  approve  any  purchase  request. 

All  regular  maintenance  and  repairs  will  be  coordinated  by  the 
Mathematics  and  Computer  Science  Department.  Charges  for  repairs, 
maintenance,  and  parts  for  micros  "owned"  by  other  departments  will 
be  charged  to  that  department  which  must  budget  for  such  services. 

The  purchase  of  equipment  to  access  the  VAX  or  software  for  use  on 
the  VAX  requires  the  approval  of  the  Head  of  Mathematics  and 
Computer  Science  and  Principal,  or  the  Director. 

Microcomputer  software  may  also  be  of  a general  nature  applicable  to 
many  departments  or  of  a special  nature  unique  to  one  department. 

The  cataloging,  storage,  and  distribution  system  for  both  categories 
must  permit  the  maximum  availability  to  students  and  staff,  which 
requires  not  only  access  as  many  hours  as  possible,  but  also 
accountability  for  ordering,  cataloging,  and  storing  various 
categories  whether  in  Mathematics  and  Computer  Science,  Media 
Services,  or  another  department. 

The  Coordinator  of  Media  Services  and  Head  of  Mathematics  and 
Computer  Science  will  jointly  develop  policies  and  procedures  to  be 
approved  by  the  Principal. 

See  the  Educational  Equipment/Supplies  Inventory  Form  on  Page  12F, 
and  the  Inventory  of  Missing  Equipment  Form  on  Page  15F. 


4.8  Media  Services  and  Instructional  Design 
Services  offered  by  the  Media  Services  Department  are: 
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Library  Instructional  Design 
Audio-Visual  Support  Media.  Development 

Instructional  Media  Services  offer  a wide  variety  of  instructional 
and  operational  support  services.  Media  Services  reaches  for  a goal 
of  providing  the  school  community  with  a highly  integrated  set  of 
total  information  and  communications  activities.  The  department 
consists  of  the  following  activities:  classroom  support,  A/V 
production,  the  copy  center,  and  instructional  design  services. 


4.8.1  Off-Air  Recording 

The  North  Carolina  School  of  Science  and  Mathematics  accepts  and 
adopts  the  following  guidelines  for  off-air  recording  of  video 
material. 

The  ICSSM  qualifies  for  off-air  recording  privileges  as  a non-profit 
educational  institution. 

A broadcast  will  be  retained  for  a period  not  exceeding  45  calendar 
days  after  the  date  of  recording.  All  recordings  will  be  erased  or 
destroyed  after  that  period. 

Off-air  broadcasts  will  be  recorded  only  on  request  of  individual 
instructor.  Programs  will  not  be  regularly  recorded  in  anticipation 
of  requests.  Recordings  should  be  made  through  Media  Services. 

Instructors  should  use  recordings  within  10  school  days  of  broadcast 
and  only  once  per  class . 

A limited  number  of  copies  may  be  reproduced  from  each  recording  to 
meet  the  legitimate  needs  of  teachers  under  these  guidelines.  Each 
such  copy  shall  be  subject  to  all  provisions  governing  the  original 
off-air  recording. 

After  the  first  10  consecutive  school  days  the  only  use  that  can  be 
made  of  the  recording  is  teacher  evaluation.  This  evaluation  is  to 
be  used  to  determine  the  likelihood  of  using  other  programs  in  the 
series  or  in  purchasing  a copy  of  the  program. 

Off-air  recordings  need  not  be  used  in  their  entirety.  The  sequence 
of  use  must  follow  the  order  of  the  program  and  the  recording  may 
not  be  altered. 

All  copies  of  off-air  recordings  must  include  the  copyright  notice 
on  the  broadcast  program  as  recorded. 

All  off-air  recordings  will  be  labeled  with  the  title,  the  date  of 
recording,  and  the  date  of  the  end  of  the  retention  period. 

Individual  instructors  are  responsible  for  meeting  the  use  of 
guidelines  for  tapes  in  their  possession.  Instructors  are  also 
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responsible  for  seeing  that  all  tapes  are  returned  to  Media  Services 
after  their  retention  period. 


4.8.2  Copy  Center 

Services  offered  in  the  ground  floor  Media  area  should  be  thought  of 
as  a self-service  situation  if  rapid  turn-around  is  needed.  Work 
Service  students  operate  the  Copy  Center  under  the  supervision  of  a 
Media  Technician.  Copy  jobs  left  in  the  Copy  Center  with  a copy 
request  form  attached  will  be  run  as  soon  as  possible,  but  same  day 
service  should  not  be  expected.  The  Media  Technician  is  available 
for  individual  Copy  Center  services. 

The  Xerox  9200  is  installed  on  the  ground  floor  below  the  Business 
Office,  one  Mita  is  in  the  Copy  Center  in  Bryan  Center  and  one  in 
located  in  the  Business  Office,  and  a coin-operated  Savin  is  iocated 
in  the  library  area  for  student  use.  Each  division  of  the  Schoo 
has  an  auditron  for  use  by  personnel  in  the  Mita  copiers.  Auditron 
readings  are  requested  once  a month  by  the  Business  Office  for 
charge  backs  of  supplies. 

The  Xerox  9200  copier  is  to  be  used  for  long  runs.  Short  runs  are 
extremely  inefficient  on  the  9200.  Short  runs  and  originals  made 
from  books  can  be  run  on  the  small  copiers  in  the  Business  Office  or 
next  to  the  Library.  The  copier  in  the  Business  Office  can  enlarge 

or  reduce  copies. 

Training  is  needed  before  operating  the  Xerox  9200  and  training 
workshops  will  be  provided  at  designated  times  by  Media  Services. 
Any  person  wishing  to  operate  the  Xerox  machine  on  a walk-up  basis 
should  take  one  of  the  workshops.  Arrangements  to  use  the  machine 
on  weekends  must  be  made  in  advance. 

Simple  or' two-sided  copy  requires  overnight  (24  hours)  turn  around. 
A schedule  listing  the  best  times  to  use  the  machine  will  be 
available.  Longer  jobs  will  require  longer  turn  around  times.  Up 
to  10  pages  require  up  to  three  days  turn  around.  Ten  to  20  pages 
should  expect  up  to  four  days  turn  around.  Large  jobs  need  to  be 
arranged  on  a per  job  basis  well  in  advance  of  the  deadline.  Times 
when  the  Xerox  is  reserved  for  large  jobs  will  be  posted  in  e 
bulletin  and  outside  Media  Services. 


All  copy  left  for  reproducing  MUST  be  copy  ready.  Originals 
multiple  page  jobs  which  are  to  be  collated  must  be  numbered. 
Center  request  forms  must  be  filled  out  in  detail  to  insure 

copies . 


for 

Copy 

good 


ALL  COPIES  SHOULD  BE  RUN  FRONT  AND  BACK  EXCEPT  IN  VERY  SPECIAL 
CASES . 

Security  of  materials  left  for  Xeroxing  can  be  arranged  with  the 
Media  Technician  if  it  is  material  students  should  not  have  access 

to . 


Page  4-15 


Equipment  available  for  checkout  includes  a Martin  Yale  folding 
machine.  It  is  on  a cart  and  can  be  checked  out  to  office  and  work 
areas  for  large  jobs. 

The  thermofax  is  available  through  Media  for  producing  overhead 
transparencies  and  ditto  masters  of  printed  material. 


4.8.3.  Library 

The  Mace  Library  will  serve  the  faculty,  staff  and  students  of  the 
School  in  the  following  ways: 

(1)  Provide  a collection  of  materials  which  will 
include  books,  periodicals,  pamphlets  and 
various  formats  of  non-print  media. 

(2)  Provide  space  for  study  (individually  or  in 
groups) , for  use  of  equipment  and  for  special 
collections  (reserve). 

(3)  Provide  circulation  services  for  the  collection. 

(4)  Provide  for  use  of  materials  and  space  during 
school  hours , evening  hours  and  on  weekends . 

(5)  Provide,  when  requested,  printed  materials  not 
in  Library's  collection  through  interlibrary 
loan  arrangements. 

(6)  Provide  for  film  needs  through  the  State  Film 
Library  and  other  libraries. 

(7)  Provide  for  materials  on  a special  subject  on 
request . 

(8)  Provide  professional  materials  for  faculty. 

(9)  Provide  a current  awareness  service. 

(10)  Provide  library  orientation  and  bibliographic 
instruction  for  students. 

(11)  Provide  a reader's  advisory  service  to  direct 
a reader  to  materials  in  the  collection  which 
are  pertinent  to  needs  and  interests. 

(12)  Provide  for  access  to  on-line  bibliographic 
databases;  e.g.  DIALOG,  local  and  national 
electronic  mail  and  news  service,  and  other 
services  as  they  become  available. 


BORROWING  OF  MATERIALS.  Members  of  the  faculty  may  borrow  as  many 
books  and  A-V  materials  as  desired.  All  circulating  books  checked 
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out  to  faculty  should  be  returned  by  the  end  of  each  quarter.  With 
the  exception  of  the  current  issue,  periodicals,  bound  and  unbound, 
and  reference  books  may  be  checked  out  for  24  hours. 


RESERVE  POLICIES.  To  place  materials  on  reserve,  faculty  members 
should  obtain  a Reserve  Request  from  the  circulation  desk. 
Assignments  In  reserve  materials  should  not  be  given  until  after  the 
materials  have  been  placed  on  reserve.  Please  allow  three  days 
between  requesting  reserves  and  assigning  work  in  them. 

There  are  two  types  of  reserve  materials:  "Library  Use  Only”  and 
"Overnight”,  as  designated  by  the  instructor  on  the  Reserve  Request 
form.  Reserve  books  are  located  behind  the  circulation  desk. 


INTERLIBRARY  LOANS.  Books  needed  by  faculty  and  students,  and  not 
available  in  the  library,  may  be  secured  through  interlibrary  loan 
service.  Interlibrary  loans  involve  sending  the  request  to  the 
State  Library  in  Raleigh,  and  the  interlibrary  loan  department  there 
attempts  to  locate  the  titles  in  a library  in  the  state. 

An  effort  will  be  made  to  forward  requests  to  the  State  Library  on  a 
daily  basis.  Notices  regarding  material  which  is  unavailable  will 
be  sent  within  2 days  of  the  date  the  request  is  made. 

Unless  restricted  by  the  lending  library,  the  borrowed  materials  may 
circulate  for  a 25  day  period. 

Materials  borrowed  will  be  due  in  our  library  five  days  prior  to  the 
due  date  defined  by  the  lending  library. 

Renewal  requests  must  be  made  on  or  before  the  date  materials  are 
due  in  our  library. 

The  requester  assumes  all  responsibility  for  fines  and  costs 
associated  with  damaged  and/or  lost  materials  imposed  by  the  lending 
library. 

Please  be  advised  that  all  books  borrowed  either  directly  from  a 
local  library  or  through  interlibrary  loan  are  for  individual  use 
only.  They  should  not  be  borrowed  for  classroom  use,  for  reserve 
book  purposes  or  for  use  by  individual  students. 

Each  faculty  member  is  expected  to  fulfill  his*  individual 
responsibility  to  the  policies  of  lending  libraries  and  adhere  to 
their  procedures. 


BORROWING  PRIVILEGES  AT  DUKE  LIBRARY.  Each  faculty  member  will  have 
visiting  faculty  borrowing  privileges.  This  loan  arrangement 
entitles  NCSSM  faculty  to  borrow  books  on  an  unlimited  time  basis 
subject  only  to  recall  if  needed  by  Duke  students,  faculty,  or 
staff.  All  books  must  be  returned  each  year  by  June  I and  may  be 
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renewed  if  needed  further.  Individuals  failing  to  return  books  upon 
recall  or  at  the  time  of  annual  return  will  be  billed  and  borrowing 
privileges  will  be  subject  to  withdrawal.  It  is  advisable  to  return 
all  materials  promptly,  as  soon  as  they  are  no  longer  needed. 

Applications  for  a borrower's  card  should  be  completed  and  returned 
to  the  NCSSM  librarian  early  in  the  school  year  each  year. 


FILM  SERVICES.  Films  may  be  borrowed  from  a number  of  sources 
including  the  State  Library  and  the  Department  of  Public 
Instruction.  Requests  for  films  from  these  sources  should  be  made 
as  early  in  the  school  year  as  possible.  Film  catalogs  and  request 
forms  are  available  from  the  librarian. 


PERIODICALS.  The  library  receives  over  100  magazines  and  a number 
of  national  and  local  newspapers.  The  location  of  back  issues  of 
periodicals  can  be  found  in  the  Rolodex  file  on  top  of  the  card 
catalog  or  you  may  ask  a librarian  to  assist  you.  Backfiles  of 
newspapers  are  not  maintained  beyond  two  months. 


BOOKS  AND  AV  SOFTWARE  SELECTIONS.  The  library  maintains  a file  of 
current  publishers'  catalogs,  in  addition  to  copies  of  Books  in 
Print  and  Subject  Guide  to  Books  in  Print . 

A number  of  book  and  A-V  software  reviewing  aids  are  available  in 
the  library  to  assist  you  in  the  selection  of  materials.  The 
librarians  are  always  available  to  assist  you  with  specific  book 
selections  to  support  your  existing  or  future  curriculum  needs. 


BOOK  ORDERS.  Order  cards,  obtainable  from  the  library,  should  be 
filled  in  as  completely  as  possible.  Completed  order  cards  should 
be  forwarded  to  the  librarians. 


STUDY  ROOMS.  Study  Room  26,  a small  conference  room,  is  designated 
for  student  group  study.  However,  it  may  be  reserved  with  the 
librarian  by  faculty  or  staff  for  meetings,  but  must  be  reserved  at 
least  three  days  in  advance.  Room  24  is  designated  for  use  of  A— V 
materials  by  students  and  faculty/ staff . 


COMPUTER  AND  PHOTOCOPY  ROOMS.  The  library  has  available  an  APPLE  II 
microcomputer  with  peripheral  equipment,  including  a printer,  and  a 
Decwriter  IV  Terminal.  This  equipment  in  Room  23  may  be  used  by 
faculty/ staff  and  students  for  searching  on-line  data  bases,  word 
processing  and  CBI  (Computer  Based  Instruction).  IT  MAY  NOT  BE  USED 
FOR  GAMES. 

A coin-operated  paper  copier  machine  is  located  in  Room  21  for  use 
by  students  and  faculty/staff.  Each  copy  is  five  cents  and  the 
machine  makes  change.  Faculty/ staff  making  personal  copies  on  this 
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machine  are  responsible  for  compliance  with  the  latest  federal 
copyright  laws  found  in  Circular  R21 , Reproduction  of  Copyrighted 
Works  by  Educators  and  Librarians  (Copyright  Office  Library  of 
Congress,  1978).  A copy  of  this  circular  is  available  in  the 
library. 


EXIT  CONTROL.  The  library  uses  an  electronic  exit-control  system  to 
reduce  book  losses  and  make  books  and  periodicals  more  available  to 
its  users.  The  system  enables  persons  to  exit  the  library  without 
search  or  delay,  unless  carrying  a library  item  that  has  not  been 
properly  checked  out.  The  exit  gates  will  lock  automatically  and  a 
doorbell  type  chime  will  sound  when  the  system  detects  such  items. 
False  alarms  do  sometimes  occur.  Please  do  not  take  offense  if  this 
happens.  Simply  step  back  out  of  the  exitway  and  go  to  the 
circulation  desk  for  assistance.  A library  staff  member  will  help 
discover  why  the  alarm  was  activated  and  will  desensitize  any  item 
carried  that  is  found  to  be  sensitive. 


4.9  End-of-Year  Check  Out  Procedures 

Forms  on  Pages  12F  and  13F  indicate  the  procedures  to  be  used  to 
complete  reports  and  to  check  out  officially.  In  order  to  assure 
that  you  are  not  charged  for  materials,  books,  etc.  you  have 
returned,  persons  in  charge  of  receiving  such  items  will  affix  their 
signature  to  your  sign-out  sheet  when  all  items  assigned  to  you  are 
turned  in  (Business  Office,  Media  and  Library  Services,  Department 
Head,  and  Principal). 


4.10  Purchase  Requests 

Forms  (Purchase  Requests,  Page  24F  and  Page  33F)  for  purchase 
requests  are  available  from  the  Business  Office.  Requests  may 
include  printing,  equipment,  supplies,  and  books.  Completed  forms 
must  be  submitted  to  the  appropriate  administrator  for  approval 
before  being  forwarded  to  the  Business  Office,  where  a requisition 
for  the  purchase  will  be  prepared.  It  is  essential  that  completed 
forms  specify  model,  make,  size,  color,  number,  RCC  and  have  the 
signature  of  your  department  head  prior  to  submitting  the  form  to 
the  appropriate  administrator's  office.  For  all  items,  except 
books,  you  should  consult  the  Business  Office  for  state  contract 

vendors . 

* 

When  ordering  equipment  that  is  NOT  on  state  contract,  it  is 
necessary  to  get  price  quotations  in  writing  to  include  shipping, 
FOB  Durham,  handling  and  any  othe  charges  to  be  added  to  the  cost  of 
the  item.  These  quotations  must  accompany  requisitions  when  they 
are  sent  to  Raleigh.  Please  give  vendor  names  and  addresses  so  that 
requests  for  quotations  may  be  made  on  Form  JH  8-84,  Page  26F. 
Please  allow  sufficient  time  for  this  additional  procedure. 

Supplies,  once  received,  will  be  stored  by  the  person  designated  as 
responsible  for  inventory  in  that  department.  The  procedure  for 
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obtaining  supplies  in  each  department  will  be  set  up  by  the  Academic 
Department  Head  in  each  department. 


SMALL  OR  PICK-UP  PURCHASES.  All  pick-up  purchases  will  require 
prior  authorization  from  the  Business  Office . (Small  Purchase 
Authorization,  Page  33F)  Any  such  purchases  made  without  prior 
authorization,  emergencies  excepted,  will  not  be  paid  by  the  School. 
The  following  procedures  should  be  followed  when  making  pick— up 
purchases : 

After  an  immediate  need  for  supplies  is  determined,  a Small  Purchase 
Authorization  Form  should  be  secured  and  filled  out.  A Department 
Head  or  supervisor  should,  at  that  time,  authorize  the  purchase  by 
signing  or  initialing  the  completed  Small  Purchase  Authorization 
Form. 

The  signed  and  completed  form  should  then  be  taken  to  the  Business 
Office  for  purchase  approval.  The  authorization  will  not  be 
approved  by  the  Business  Office  if  funds  are  not  available. 

The  invoice  or  packing  slip  and  the  Small  Purchase  Authorization 
should  be  submitted  to  the  Business  Office  as  soon  as  possible. 

The  instructions  on  the  Small  Purchase  Authorization  should  be 
adhered  to  and  the  form's  use  should  not  be  substituted  for  planning 
ahead  for  your  needs.  Additionally,  contract  vendors  should  be 
patronized  whenever  possible;  if  not,  it  is  your  responsibility  to 
assure  the  best  buy. 


4.11  Travel 

TRAVEL  REQUESTS.  Requests  must  be  submitted  as  far  in  advance  as 
possible.  Do  not  confuse  requests  for  travel  authorization  with 
requests  for  travel  advance. 


TRAVEL  ADVANCES.  According  to  the  directive  received  from  the 
Controller's  Office,  travel  advances  cannot  be  in  the  possession  of 
a staff  person  for  more  than  five  days  prior  to  travel.  No  check  as 
an  advance  may  be  written  unless  it  is  accompanied  by  an  APPROVED 
travel  request.  Therefore,  travel  advance  requests  must  be 
submitted  to  your  Department  Head  within  10  to  14  days  prior  to  the 
date  of  intended  travel  and  after  approval  for  the  trip  has  been 
received  from  the  Principal.  When  necessary,  and  after  proper 
approval,  an  earlier  advance  may  be  issued  for  registration  fees. 
(See  Registration  Fees) 


OUT-OF-STATE  TRAVEL.  All  faculty  and  residential  life  staff 
out-of-state  travel  requests  must  be  submitted  to  the  Principal  for 
approval.  All  other  staff  travel  requests  must  be  approved  by  the 
Department  Head  and  then  by  the  Director  (Travel  Request  Form  Page 
42F) . Please  provide  detailed  information  under  "Purpose  and 
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Explanatory  Remarks”,  such  as  indicating  benefit  to  students,  staff, 
faculty,  or  school,  and  allow  enough  time  to  have  approved  prior  to 
your  effective  travel  date. 


IN-STATE  TRAVEL.  In-state  overnight  travel  requests  that  do  not 
exceed  the  $47.00  per  day  subsistence  allowance  and/or  $30.00  for 
registration  fees  should  be  submitted  to  the  Director  for  approval 
on  Form  C0-41,  Page  3F.  This  form  must  be  completed  in  advance  of 
your  travel  and  given  to  appropriate  supervisors  and  then  to  the 
Director  for  review/ approval  before  being  submitted  to  the  Business 
Office . 

Requests  for  in-state  excess  subsistence  and/or  registration  fees 
must  be  submitted  on  the  same  travel  request  form  used  for 
out-of-state  authorization.  Detailed  information  under  "Purpose  and 
Explanatory  Remarks”  is  needed  for  this  type  of  request  and  enough 
time  should  be  allowed  for  approval  prior  to  the  travel  date. 


ONE  DAY  TRIPS.  If  an  employee  is  not  involved  in  overnight  travel, 
there  will  normally  be  no  reimbursement  for  morning  or  evening 
meals.  If,  however,  unusual  circumstances  require  an  employee  to 
leave  his  or  her  duty  station  before  6:00  a.m.  and/or  return  after 
8:00  p.m.,  the  cost  for  the  morning  and/or  evening  meal  incurred  may 
be  reimbursed  If  justifiable.  Always  list  exact  time  departing 
and/or  returning.  Lunch  is  not  reimbursable  unless  overnight  travel 
is  involved. 


STATE  OPERATED  FACILITIES.  When  an  employee  stays  or  has  meals  in  a 
state  operated  facility,  and  the  subsistence  (meals  and/or  lodging) 
charge  is  less  than  the  established  rate,  the  maximum  amount 
reimbursed  will  be  the  amount  charged.  Lodging  expense  is  not 
reimbursable  in  an  employee’s  home  town  or  city. 


REGISTRATION  FEES.  The  state  will  no  longer  pay  convention 
registration  fees  direct  to  the  sponsoring  organization.  It  is 
generally  expected  that  the  individual  intending  to  attend  the 
convention  will  pay  the  fee  and  seek  reimbursement.  If  that  is  not 
practical  from  the  staff  person's  standpoint,  the  agency  (in  this 
case  NCSSM)  will  attempt  to  work  out  provisions  for  prepayment  to 
the  individual  who  in  turn  will  directly  pay  the  convention 
sponsoring  the  fee.  This  prepayment  constitutes  an  advance  to  the 
employee  who  is  then  liable  for  repayment  or  for  submitting  a 
receipt  to  clear  the  advance  when  requesting  reimbursement  for  the 
trip. 

Employees  may  not  claim  reimbursement  for  meals  included  in 
registration  fees.  When  a registration  fee  includes  the  cost  of  one 
or  more  meals,  it  is  the  responsibility  of  the  agency  to  ensure  that 
reimbursements  for  such  meals  are  not  made  to  the  employee. 
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STUDY  TOURS.  From  time  to  time,  members  of  the  faculty  and  staff 
are  prepared  and  willing  to  organize  and  to  oversee  study  tours  for 
students  to  various  parts  of  this  country  and  to  foreign  countries. 
Examples  are:  trips  sponsored  to  countries  where  the  study  of  a 
foreign  language  would  enhance  the  study  of  the  language  here  in  our 
program,  or  trips  to  study  the  history  and  culture  of  countries  and 
to  augment  the  study  in  our  classes. 

All  such  trips  involve  a substantial  cost  to  the  participating 
students.  This  raises  the  question  of  whether  or  not  the  trip,  by 
being  available  only  to  those  students  who  can  afford  it,  is  in  some 
way  discriminatory  toward  certain  of  our  students.  The  following 
policy  takes  into  account  the  general  situation  described  by  such 
trips . 

Teachers,  staff  members  and  students  are  free  to  organize  and 
sponsor  such  trips  providing  that  they  occur  at  a time  other  than 
regularly  scheduled  school  days  for  students  or  workdays  for 
teachers  and  staff. 

Although  there  is  no  objection  to  the  sponsoring  teacher  or  staff 
member  providing  information  to  students  by  distributing  appropriate 
materials,  holding  meetings,  or  talking  with  students  and  parents  in 
any  way  using  school  facilities,  any  publicity  or  statements  should 
clearly  indicate  that  such  a program  is  not  an  integral  part  of  the 
instructional  program  of  the  School  and  that  any  educational 
benefits  that  develop  for  the  participating  students  will  in  no  way 
serve  as  a disadvantage  to  students  who  are  not  able  to  participate. 
School  materials  and  supplies  should  not  be  used  for  publicity  or 
recruitment  purposes. 

Any  contractual  form  signed  by  parents  should  include  a statement 
which  acknowledges  that  NCSSM  is  not  a sponsoring  organization,  and 
is  not  responsible  in  any  way  for  financial  loss,  physical  injury, 
or  any  other  events  which  might  occur. 

Any  contracts  entered  into  with  travel  agencies  or  other  organizing 
persons  or  authorities  should  also  clearly  state  that  the  teacher  is 
acting  entirely  on  his  or  her  own  initiative  and  not  as  a 
representative  of  NCSSM. 

Every  attempt  should  be  made  to  minimize  any  publicity  associated 
with  the  trip,  and  if  there  are  news  articles  that  develop  because 
of  it,  the  sponsoring  teacher  should  make  every  attempt  to  clarify 
with  news  media  that  this  is  a trip  that  he  or  she  is  sponsoring 
independently  of  NCSSM. 


GUIDELINES  FOR  REIMBURSEMENT.  Immediately  after  the  trip,  or  at  the 
end  of  the  month  for  persons  who  travel  frequently,  the  Request  for 
Travel  Reimbursement  Form,  Page  31F,  should  be  completed,  approved 
by  the  Dean  of  your  department,  and  submitted  to  the  Business  Office 
for  approval  and  payment. 
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On  the  Travel  Reimbursement  Form,  the  Department  is  "The  University 
of  North  Carolina,"  and  the  Division  is  "The  North  Carolina  School 
of  Science  and  Mathematics."  Payee’s  address  must  be  the  payee’s 
complete  home  address. 

Requests  for  reimbursement  must  be  submitted  no  later  than  the  end 
of  the  month  in  which  travel  took  place.  If  you  are  delinquent  in 
filing,  your  request  could  be  denied. 

The  following  is  a lise  of  state  allowances  for  meals  and  hotel: 


Breakfast 

Lunch 

Dinner 

Hotel  or  Motel 


In-State 
$ 3.25 
4.00 
7.75 
32.00 


Out-of-State 
$ 4.25 
5.00 
10.75 
39.00 


TOTAL. 


47.00 


59.00 


State  cars  are  to  be  used  as  much  as  possible.  Trips  involving  use 
of  state  cars  require  prior  approval  of  appropriate  department  head. 
If  you  use  your  personal  car,  mileage  will  be  reimbursed  at  the  rate 
of  $.25  per  mile  if  no  state  car  Is  available  and  $.20  If  state  car 
is  available  and  personal  ear  is  driven. 

Mileage  reimbursement  to  employees  In  excess  of  $.20  per  mile  Is 
taxable  income  to  the  employee.  Employees  must  report  the  FULL 
reimbursement  on  a separate  form  W-2  Wages  and  Tax  Statement  to  the 
US  Internal  Revenue  Service  and  the  NC  Department  of  Revenue. 

Mileage  reimbursement  Includes  in-town  parking  and  toll  charges.  To 
be  paid  for  airport  parking,  you  must  submit  a receipt. 

You  must  have  a motel  or  hotel  receipt.  When  you  travel  by  air, 
submit  the  Passengers  Coupon  of  the  airline  ticket.  Charge  card 
receipts  are  not  acceptable. 

Unless  given  prior  approval,  the  State  will  not  pay  more  than  the 
amounts  indicated  above. 

In  other  expenses,  registration  fees  of  more  than  $30.00  must  have 
prior  approval.  You  must  have  a receipt  for  all  registration  fees. 


4.12  School  Facilities 

Reservations  are  to  be  made  through,  and  approved  by  the  Calendar 
Committee,  for  the  Bryan  Center  Conference  Room,  Small  Dining  Room, 
Multi-Purpose  Center,  Faculty/Staff  Lounge,  Beall  1,  and  Hill  9. 
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5.0  UTEERML  SEE? ICES 

5.1  Mail 

Mail  should  be  directed  to  the  School  at  P.0.  Box  2418,  Durham,  NC 
27705.  Post  Office  mail  is  sorted  in  the  Business  Office  and  routed 
each  morning  to  appropriate  offices  and  departments.  All  other  mail 
is  sorted  in  the  mail  roe®  before  being  routed  to  appropriate 
departments o Faculty/ staff  mailboxes  are  located  in  Bryan  Center 
adjacent  to  the  Lobby. 


5.2  Maintenance  and  Housekeeping  Assistance 

MIKHMIOlc  The  maintenance  deprrtsd&t  is  «l«ays  willing  to  assist 
you  with  light a,  leaks f and  repairs g however,  requests  need  to  be 
®sd@  by  e©mpl<gfeiag  a.  Work  Order  Fom-  When  else  does  not  allow  you 
fee  follow  £h©  proper  procedure s you  should  contact  Joe  Clifton  is 
order  t@  ceeut©  the  proper  individual  for  sgsistanee® 

Beergescy  gitusfeions  that  threaten  life  or  property  should  be 
handled  directly  and  immediately  by  any  gtaff  ia  the  area. 
Emergency  situations  should  b@  reported  to  Eh©  Plant  Supervisor 
and/or  Security  as  soon  m possible. 


WDBK  ORDERS.  Requests  for  maintenance  work  may  be  filed  by  anyone 
seeing  a need.  Work  Order  Requests,  Page  44F)  should  be  approved  by 
the  department  head  responsible  for  the  area  needing  attention  and 
brought  to  the  Business  Office  where  they  will  be  approved  and 
recorded.  Requests  are  then  seat  to  the  Plant  Maintenance 
Supervisor  who  assigns  thf  task,  to  be  done. 

Forms  for  requesting  maintenance  work  may  be  obtained  fro®  the 

Business  Office. 


B0D§lSEEf IRGe  All  requests  must  be  sad©  through  the  Housekeeping 
Supervisor,  lack  housekeeping  employee  rotates  job  assigmeats  on  a 
routine  basis.  La  order  net  t©  jeopardise  the  duties  that  must  be  ' 
performed  day-to-day  by  the  staff,  special  needs  and  requests  of 
®8ploye®sf  time  must  b@  coordinated  through  the  supervisor. 


5 . 3  Meals  for  Faculty  and  Staff 

The  unusual  nature  of  a residential  school  frequently  results  in 
certain  employees  being  on  duty  at  hours  other  than  their  usual 
working  assignments.  When  this  is  clearly  to  the  advantage  of  the 
School  and  is  additional  to  the  normal  work  week,  the  School  will 
provide  meals  using  private  funds  in  the  School  dining  room  during 
its  normal  hours  of  operation. 

A meal  taken  during  the  normal  working  day  (usually  lunch,  Monday 
through  Friday,  or  supper  for  staff  on  assigned  afternoon/ evening 
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shift)  will  not  be  provided  by  the  School,  but  will  be  available  for 
purchase  as  established  by  food  service  policies.  Casual  meal  rates 
are: 


Breakfast 

Lunch 

Dinner 

Specials 


$1.60 

$2.35 

$2.65 

$3.65 


Meal  tickets  are  available  from  PFM  - $13.00  for  10  breakfasts;  and 
$21 .00  for  10  lunches. 

When  teachers  are  on  their  scheduled  evening  tutorial  they  will  be 
provided  supper  without  further  permission  needed.  Accounting  will 
be  by  signature  or  checklist. 


When  teachers  come  is  to  work  with  students  additional  evenings, 
they  will  be  provided  supper  upon  approval  of  the  Principal  with 
issuance  ©f  & tseal  ticket « Approval  should  be  sought  ia  advance  if 
possible. 

Administrators  and  other  non™  teaching  staff  will  be  provided  with 
meals  any  time  responsibilities  require  the®  e©  be  on  campus  (not 
including  lunch*  Monday  through  Friday) e 

Occasionally  a special  activity  will  include  spouses,  other  members 
of  the  family,  or  other  invited  guests.  Meals  will  be  provided  for 
staff  and  guests  in  these  cases  as  announced  in  advance. 

Guests  of  facility  or  staff  at  times  other  than  special  events  will 
be  provided  meals  if  the  visit  of  the  guest  is  educationally  related 
or  otherwise  in  the  interest  of  the  School  (guest  lecturers,  for 
example).  Payment  to  PPM  for  meals  provided  for  various  events  is 
from  private  funds. 

On  trips  away  from  campus  on  School  business,  the  School  will 
provide  meals  for  staff  as  per  usual  travel  allotments  for  state 
employees,  or  in  cases  of  trips  with  students  where  food  is  sent 
along  for  students,  it  will  be  provided  also  for  employees. 


SPECIAL  MEALS.  Within  the  provision  of  the  Catering  Contract,  Page 
8F,  special  meals  or  prepared  foods  or  ingredients  will  be  provided 
for  activities  involving  students.  Examples  are  box  lunches  for  one 
day  field  trips,  ingredients  for  camping  trips,  and  special  foods 
for  special  theme  dinners  where  students  help  prepare  meals  in  the 
residence  hall  kitchen  or  in  a private  home. 

These  special  meals  should  be  planned  at  least  one  week  in  advance 
and  have  the  approval  of  the  Dean  for  the  division  sponsoring  the 
activity.  (Request  for  Carry  Out  Services,  Page  25F) 


5.4  Parking 


AIT  faculty  and  staff  parking  should  be  confined  to  the  Club 
Boulevard  lot  in  front  of  Bryan  Center,  the  small  lot  behind,  Bryan 
Center.  Please  do  not  park  in  the  ”no  parking  zones". 

5.5  Petty  Cash 

Petty  cash  is  available  t©  the  staff  and  faculty  for  the  purchase  of 
small  items  that  are  needed  immediately.  Such  purchases  are  limited 
to  $25*00. 

Petty  cash  is  kept  in  the  Business  Office.  Purchases  of  $10.00  to 
$25.00  require  prior  approval  fro®  the  Director*,  Principal*,  @r 
Deputy  Director  for  Operations  and  institutional  Advaaceseat • 

petty  cash  fund  has  f'm  purposes  s (1)  t@  serve  m as  sdvgaee 
fund  for  im&edi&teiy  needed  purchase®  (for  such  purposes  it  should 
be  reimbursed  fro®  funds  requested  under  noma!  state  budget 

procedure:!!) , and  (2)  to  provide,  iteas  net  usually  provided  by  state 
purefesf©  regulation#,  but  necessary  to  eh©  operation  of  the  School. 
In  this  case  fund®  are  provided  fro®  non,"  state  sources. 


5.6  Safety  and  Security 

FBI  AL&SM/F3K1  DR  Hi  EVACUATION  PROCEDURES.  When  the  fire  slam 
activates  s 

Evacuate  the  building  in  a quiet  and  orderly  manner 
through  the  nearest  exit.  Move  well  away  from  the 
building  and  exit®  m that  others  may  get  out  of  the 
building.  (Line  up  on  the  sidewalks,  not  in  the  streets 
or  parking  lots.)  Do  not  re-enter  the  buildings  until 
you  are  notified  to  do  so  by  security.  Instructors  are 
responsible  for  the  safe  and  orderly  evaueation  of  all 
student®  in  their  classrooms  and  should  check  their 
class  roll  when  safely  out  of  the  building.  USE 
STAIRWAYS  ONLY.  Haver  use  the  elevators  in  a building 
for  evacuation. 


5 . 7  Salary  Advances 

Salary  advances  may  be  available  to  new  employees  who  have  not 
received  an  initial  salary  payment  due  to  circumstances  "beyond  our 
control".  Such  advances  are  to  be  repaid  in  full  when  the  employee 
receives  the  initial  salary  payment.  Such  advances  can  be  approved 
only  by  the  Dean  of  Operations. 

Salary  advances  are  not  available  to  faculty  and  staff  members 
already  established  on  the  monthly  payroll.  Any  employee  requiring 
funds  prior  to  receiving  a monthly  payroll  check  should  contact  the 
State  Employee’s  Credit  Union  or  other  financial  institution. 
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5.8  Sumner  Employment 

To  make  sure  that  all  people  who  are  employed  by  the  School  during 
the  summer  (excluding  12— month  employees)  are  paid  on  time,  the 
deadline  dates  described  below  must  be  met.  The  approval  of  the 
Principal  or  the  Deputy  Director  for  Operations  is  required  to 
employ  anyone  in  the  summer. 

(1)  NCSSM  EMPLOYEES.  The  Business  Office 
and  the  Personnel  Office  must  be  informed 
in  writing  by  May  15.  These  employees 

will  be  placed  on  the  "summer  school  payroll”. 

The  rate  of  pay  will  be  the  same  hourly  rate 
as  during  the  immediately  preceding  academic 
year. 

(2)  JDN-NCSSM  EMPLOYEES.  The  Business  Office 
gad  the  Personnel  Office  must  be  informed 

in  writing  by  M&y  15  of  asy  nonr NCSSM  personnel 

to  be  employed,  including  students  and  teachers 
from  other  schools. 


The  hourly  rate  of  pay  is  arrived  at  by  converting  a 10-month  salary 
to  & 12-month  figure  and  dividing  by  2080  hours,  the  total  number  of 
work  hours  in  a year. 

Time  sheets  for  hourly  employees  must  be  turned  in  to  the  Personnel 
Office,  signed  by  the  supervisor,  by  the  first  working  day  of  each 
month  * 


5.9  Telephone  Use 

The  State  Centrex  System  is  not  to  be  used  for  any  personal  calls. 
It  is  illegal  to  make  ANY  personal  long  distance  calls  on  the  state 
telephone  network.  The  law  is  explicit  on  this  and  does  not  even 
permit'  individuals  to  offer  reimbursement  for  such  calls.  Making 
personal  long  distance  calls  on  the  state  telephone  network  lines 
can  result  in  termination  of  employment  and/or  legal  prosecution. 
Personal  long  distance  calls  should  be  made  only  on  an  individual’s 
credit  card  or  billed  to  a home  telephone  number. 

Reimbursement  may  be  requested  for  any  personal  calls  which  arose 
from  a situation  directly  related  to  your  professional 
responsibilities.  The  most  frequent  example  would  be  to  call  home 
for  those  of  you  living  outside  of  the  Durham  local  area,  when 
delayed  for  some  unexpected  reason  on  campus.  For  such 
reimbursement  from  non-state  funds,  please  submit  a copy  of  your 
telephone  bill  within  30  days  if  you  reversed  the  charges,  or  a 
simple  statement  of  time  and  date  and  costs,  if  you  used  one  of  the 
public  pay  telephones  on  campus. 

All  long  distance  calls  must  be  made  through  the  State  Centrex 
System  by  dialing  "8",  the  area  code  and  the  number  you  are  calling. 
DO  NOT  ACCESS  LONG  DISTANCE  BY  DIALING  ”9”.  Each  employee  who  makes 


Page  5H§ 


long  distance  calls  must  keep  a log.  Page  16F,  which  is  to  be  given 
to  the  department  head  at  the  end  of  each  month.  It  is  very 
important  that  all  personnel,  including  temporary  agency  employees 
and  new  personnel,  be  instructed  in  the  proper  procedures  for  making 
long  distance  calls. 

Every  attempt  should  be  made  t©  conduct  ©ut-of^state  and  instate 
business  by  telephone  during  business  hours*  8 §06  a .a.  until  6 §00 
p.ffi.  A log  must  be  kept  if  employees  are  required  to  make  long 
distance  calls  after  normal  business  hours « 

The  Business  Office  will  audit  monthly  telephone  bills  and  inquire 
about  calls  which  raise  questions.  Supervisors  may  be  asked  to 
explain.  Jong  distance  calls  that  appear  unusual. 

T®  request  telephone  repair  or  service  the  fens  on  Page  29F  in  this 
handbook  should  ba  filled  out  and  returned  t©  the  Business  Office. 


5 • 10  Temporary  Assistance 

In  order  to  offer  prompt,  courteous  service  fro®  the  Personnel  and 
Business  Office  when  requesting  outside  temporary  assistance  a fera8 
Page  30P,  has  been  provided.  This  fora  should  b@  filled  out  and 
sent  to  the  Personnel  Office  by  1§06  p.m.  the  day  before  the 
temporary  help  is  needed. 


V 

A Time  Sheet  for  Temporary  Employees  may  also  be  found  os  Page  41F. 
This  sheet  is  for  school  use  and  should  be  turned  into  the  Personnel 
Office  on  a weekly  basis. 


Soli  Use  of  State  Vehicles 

The  use  of  state  vehicles  is  for  school- related  business  ONLY  and 

not  for  personal  use.  Violations  ©f  this  state  policy  must  be 
reported  to  the  appropriate  state  agency  and  may  result  la 
disciplinary  actios. 


STAS  PASSENGER  VEHICLES.  NCSSM  is  assigned  four  passenger  vehicles 
to  be  used  by  full-time  permanent  state  employees  who  possess  a 
valid  North  Carolina  operators  license.  Each  vehicle  has  a package 
in  the  glove  compartment  that  contains  one  state  credit  card  to  be 
used  only  at  Department  of  Transportation  service  centers  and  one 
national  commercial  credit  card  to  be  used  when  it  is  not  practical 
£©  gas  or  service  the  vehicle  at  a DOT  center.  If  there  is  occasion 
to  us©  either  of  these  cards,  the  credit  card  slips  must  be  filled 
out  completely. 

State  vehicles  should  be  kept  locked  when  not  in  use  for  protection 
of  the  credit  cards  as  well  as  the  vehicle. 

All  accidents  and  emergencies  (breakdowns,  etc.)  are  to  be  reported 
to  Motor  Fleet  Management  Division  by  calling  9>I9/733ct4Q43°  This 
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telephone  number  is  available  on  a 24-hour  basis  and  should  be 
called,  during  normal  working  hours,  by  using  the  State  Telephone 
Network  Credit  Card  furnished  by  Motor  Fleet  Management  Division. 
After  hours,  or  on  weekends  and  holidays,  please  call  this  number 

collect. 

For  emergency  repair  calls,  please  have  the  following  information. 

(1)  Vehicle  number 

(2)  Mileage 

(3)  Apparent  problem  with  vehicle 

(4)  Location  of  disabled  vehicle 

(5)  Telephone  number  for  a return 
call  if  necessary. 

For  an  accident  call,  please  have  the  following  information? 

(1)  Vehicle  number 

(2)  Driver* s license  number 

(3)  Department 

(4)  Accident  location 

(5)  Location  of  vehicle  now 

(6)  Mileage  (if  known) 

(7)  Is  car  drivable? 

(8)  Injuries 

(9)  Which  vehicle  was  at  fault 

There  is  a clip  board  in  each  vehicle  that  contains  mileage  log 
sheets.  It  is  necessary  to  record  the  information  each  time  you 
operate  one  of  these  vehicles. 

All  faculty  or  staff  members  planning  student  activities  which 
require  transportation  should: 

(1)  Secure  a Vehicle  Reservation  Form,  Page  43F,  from 
the  Security  Office; 

(2)  Fill  out  the  request  for  vehicle  reservation  form 
and  return  it  to  the  Principal’s  Office,  or  for  staff  to 
appropriate  department  head  for  approval; 

(3)  Approved  signed  requests  will  then  be  forwarded  to 
the  Security  Office;  and 

(4)  Transportation  requests  not  approved  by  the 
Principal  or  Dean  of  Students  will  be  returned  to  the 
faculty  or  staff  member  making  the  request  with  reasons 
for  denial  noted. 

PASSENGER  VANS  AND  BUSES.  NCSSM  owns  six  passenger  vans  and  two 
full  size  activity  buses.  These  vehicles  can  only  be  operated  by 
persons  possessing  a valid  bus  operator's  license  or  a valid  "Class 
B"  operators  license  issued  by  the  State  of  North  Carolina.  These 
vehicles  are  technically  state  owned,  but  NCSSM  is  responsible  for 
all  aspects  of  maintenance  and  repair.  All  credit  cards  issued  to 
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these  vehicles  are  kept  in  the  Security  Office  and  must  be  signed 
out  fey  Security  before  obtaining  one  for  use  os  a tripe 

Cooperation  is  needed  is  meeting  these  requests® 

For  us®  of  the  State  owned  passenger  vehicles,  the  following  notice 
is  necessary s 

For  trips  in  the  surrounding  area  (Ssleigh,  Durham*  Chapel  Hill, 
ate.)  yen  will  seed  to  give  at  least  one  day's  notice® 

For  ©ut-of^tewn  trips  you  will  have  to  make  your  request  three 
days  is  advance® 

For  tb@  use  ©f  th®  van®  and  hoses,  the  f ©Hewing  n@tiee  is 


per  local  trips  in  eh®  surrounding  area  you  will  need  t©  sake 
your  request  at  least  two  days  in  advance® 

for  @ue~©£®t©w©  trips  in  thes®  vehicles  you  will  seed  £©  make 
your  requests  at  least  five  days  in  advance® 

To  request  a car  ©r  van  you  should  stop  by  the  Security  Office  and 
fill  out  the  vehicle  reservation  form®  Leave  the  fora  in  the 
Security  Office  or  in  the  mailbox  of  the  Head  of  Security® 


. 
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6.0  OUTREACH  AMD  RESEARCH 

6.1  Outreach 

Outreach  at  NCSSM  develops  systems  of  communication  for  sharing  the 
school’s  resources  with  other  North  Carolina  schools.  The  primary 
components  of  the  outreach  program  are  conferences , summer 
workshops » visiting  instructors*  and  NCSSM  faculty  and  staff 
participating  in  professional  activities  as  representatives  of 
NCSSM. 

The  outreach  program  coordinates  and  facilitates  all  outreach 
projects  initiated  by  NCSSM  and  its  personnel.  Outreach  pro jects 
arc  considered  services  that  are  provided  to  North  Carolina  school 
personnel,  students,  and  communities,  for  example!  conferences, 
workshops,  seminars.  These  services  are  primarily  in  the  area  of 
science  and  mathematics. 

Other  requests  appropriate  to  the  purposes  and  resources  of  NCSSM 

will  be  considered.  These  services  are  sponsored  solely  by  NCSSM  or 
in  conjunction  with  external  programs,  agencies,  or  organisations. 

Outreach  projects  are  services  other  than  off-campus  activities  that 
are  usually  the  direct  responsibility  of  NCSSM  departments. 


HEAD  OF  OUTREACH.  The  Head  of  Outreach  is  involved  in  the  design 
and  implementation  of  all  outreach  projects;  assures  there  are  no 
duplications  of  outreach  projects  currently  underway  at  NCSSM; 
provides  logistical  and  administrative  services  to  all  outreach 
projects;  prepares  budgetary  recommendations ; and  publishes 
materials  for  outreach  programs. 

Projects  must  have  written  approval  of  the  appropriate 

administrator o The  administrator  should  direct  the  project 
initiator  that  Che  project  is  to  be  coordinated  with  the  Outreach 
Office.  A description  of  the  outreach  project,  including  project 
benefits,  audience,  time  line,  resources  needed,  costs,  and  funding 
source  should  be  subsmitted  in  writing  to  the  Head  of  Outreach.  An 
initial  meeting  with  the  Head  of  Outreach  to  dicuss  the  project  and 
the  collaboration  arrangements  will  be  arranged. 

On  non-specific  programs  the  Head  of  Outreach  and  other  interested 
individuals  will  meet  and  if  a project  idea  is  formulated,  then  the 
individual  is  expected  to  follow  the  procedures  stated  above. 


REQUESTS  FOR  SERVICES  FROM  OUT  OF  STATE.  NCSSM’S  responsibility  is 
primarily  to  the  State  of  North  Carolina.  However,  consideration 
will  be  given  to  requests  from  out  of  state  based  on  faculty  and 
staff  time.  Out  of  state  services  will  have  t©  be  totally  supported 
by  the  requesting  agency,  and  the  procedures  stated  above  are 
expected  to  be  followed. 


© 
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6.2  Resarech 

Research  and  evaluation  is  a vital,  ongoing  component  of  any  dynamic 
organization.  Research  not  only  aids  in  program  revision,  it  also 
serves  as  jumping  off  point  for  new  programs  and  policies.  As  such, 
we  at  NCSSM  should  endeavor  to  actively  research  and  evaluate  the 
various  elements  that  compromise  the  NCSSM  program  and  organization. 

v 

The  Office  of  Research  coordinates  and  supervises  all  social  science 
research  at  NCSSM.  Social  science  research  is  being  defined  as  any 
research  dealing  with  the  School,  students,  faculty,  staff,  and 
administration.  The  Office  of  Research  is  not  involved  in  "hard 
science"  research  (e.g.,  biology,  chemistry,  physics,  mathematics, 
computer  science) . 


POLICIES.  All  research  proposals  must  be  submitted  to  the  Head  of 
Research  for  approval.  This  includes  research  conducted  by  outside 

investigators,  by  NCSSM  personnel,  and  by  students.  No  information 
can  be  collected  prior  to  formal,  written  approval  from  the  Head  of 
Research. 

Examples  of  research  projects  that  must  have  prior  approval  include, 
but  are  not  restricted  to,  the  following  categories t 

(1)  Collection  of  student  data.  In  order  to  ensure  the 
privacy  rights  of  our  students,  any  data  collection  that 
involves  student  information  must  be  approved  by  the 
Office  of  Research.  This  includes  opinion  polls  that 
ask  for  sensitive  or  controversial  information. 

(2) . Collection  of  data  from  outside  sources.  Any  data 
collection  that  involves  individuals  outside  of  NCSSM 
(e.g.,  parents,  the  general  public,  educators)  and  is 
connected  with  the  NCSSM  name  must  have  prior  approval 
from  the  Office  of  Research.  This  includes  opinion 
polls  that  are  conducted  by  students  as  part  of  a class 
project  or  independent  research. 

(3)  Research  involving  existing  data  files.  The  student 
data  files  contain  confidential  information.  Any  use  of 
these  files  must  have  prior  approval. 

(4)  All  research  conducted  by  non-NCSSM  personnel.  All 
outside  requests  must  be  directed  to  the  Office  of 
Research.  Any  NCSSM  individual  may  sponsor  an 
individual  conducting  research,  but  permission  for  the 
research  project  must  come  from  the  Office  of  Research. 

All  surveys  and  questionnaires  must  be  submitted  to  the 
Head  of  Research  for  approval  prior  to  being 
administered. 


HEAD  OF  RESEARCH.  The  Head  of  Research  will  coordinate  and 
supervise  all  research  at  NCSSM.  As  such,  the  Head  of  Research  will 
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facilitate  the  process  and  will  provide  recommendations  on 
methodology,  data  analysis,  etc. 

A Research  Review  Committee  assists  the  Head  of  Research  in 
assessing  research  proposals.  Specific  guidelines  for  proposing  and 
implementing  research  projects  may  be  obtained  from  the  Office  of 
Outreach  and  Research. 

Research  proposals  must  be  approved  by  the  Head  of  Research  prior  to 
the  Principal  Investigator  contacting  any  external  funding  agencies. 
All  contractual  arrangements  must  be  approved  by  the  Head  of 
Research  and  the  Dean  of  Operations.  The  Head  of  Research  wills 

(1)  Assist  investigators  in  the  design  of  the  research 
project. 

(2)  Submit  project  proposal®  to  the  Research  Review 
Committee'. 

(3)  Insure  that  the  privacy  rights  of  the  subjects  and 
the  integrity  of  NCSSM  are  protected  and  that  the 
project  activity  does  not  disrupt  the  educational 
environment . 

(4)  Review  interim  and  final  reports  and  make 
recommendations . 

(5)  Review  and  make  recommendations  on  budgetary 
concerns . 

(6)  Address  logistical  concerns  in  relation  to  the 
project. 

(7)  Work  with  the  project  staff  in  a manner  that  is 

appropriate  for  the  concerns  of  NCSSM  and  the  project. 

(8)  Notify  Principal  Investigator  in  writing  of  the 
approval  status  of  the  project. 

(9)  Make  recommendations  on  external  use  of  data  (e.g., 
publications,  dissemination). 

(10)  Publish  research  information. 


PRINCIPAL  INVESTIGATOR.  The  Principal  Investigator  is  the 
individual  who  submits  the  project  proposal  to  the  Head  of  Research. 
The  Principal  Investigator  will: 

(1)  Submit  a copy  of  the  project  proposal  to  the  Head  of 
Research.  (This  copy  will  become  the  property  of  NCSSM 
and  will  be  kept  on  file  in  the  Outreach  and  Research 
Office  whether  or  not  the  project  is  accepted). 
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(2)  Meet  with  the  Head  of  Research  to  discuss  the 
project  before  it  is  submitted  to  the  Research  Review 
Committee. 

(3)  Provide  periodic  progress  reports  on  the  project  to 
the  Head  of  Research.  These  reports  will  be  to  show 
project  status,  problem  areas,  impact  of  the  problem, 
and  suggested  alternatives  and/or  recommended  corrective 
actions. 

(4)  Submit  a draft  of  the  final  project  report  to  the 
Head  of  Research  for  editing  recommendations. 

(5)  Submit  findings  to  appropriate  individuals  at  NCSSM. 

(6)  Discuss  with  the  Head  of  Research  the  proposed 
external  use  of  the  project  data. 


RESEARCH  REVIEW  COMMITTEE.  The  Research  Review  Committee  will  be 
composed  of  five  members.  The  members  of  the  committee  will  have 
one  vote,  each  being  equal.  Final  decisions  are  based  ©c  the  vote 
of  the  majority o The  committee  will  elect  a chairman  and  submit  an 
annual  report  to  the  Board  of  Trustees.  Member  representatives  will 
be;  one  outside  person;  three  members  of  the  faculty  and  staff;  and 
the  Head  of  Research. 

All  voting  of  the  Research  Review  Committee  will  occur  in  closed 
session.  Committee  members  selected  from  the  NCSSM  faculty  and 
staff  will  be  chosen  by  the  Head  of  Research  and  the  Director. 

The  Research  Review  Committee  will; 

(1)  Review  all  research  project  proposals  submitted 
internally  or  externally. 

(2)  Decide  on  approval  status. 

(3)  Give  recommendations  for  proposals  that  are 
condi t i onally  approved . 

(4)  Give  reasons  for  proposal  being  conditionally 
approved  or  rejected. 

(5)  Provide  assistance  to  the  Head  of  Research  as 
needed . 

(6)  Consider  the  legal  implications  of  project 
proposals . 


PROPOSALS.  A research  proposal  that  is  to  be  formally  submitted  to 
the  Research  Review  Committee  should  address  the  following  areas; 
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(1)  Identification  of  the  problem:  The  section  should 
identify  the  problem  as  it  now  exists  and  should  give 
the  research  question  that  is  to  be  investigated. 

(2)  Rationale  for  the  research:  Good  research  has  a 
foundation  based  on  theory  and  past  research  efforts. 

By  developing  a rationale  for  a particular  line  of 
research,  the  investigator  is  able  to  capitalize  on  past 
efforts  t©  study  the  problem.  Therefore,  a good 
literature  review  should  be  included  in  the  proposal. 

In  developing  the  rationale,  emphasis  should  be  given  to 
how  the  proposed  research  differs  from  previous  studies. 

(3)  Methodology:  The  methodology  section  will,  in 
general,  consist  of  two  parts.  The  first  part  will 
present  the  data  collection  process.  This  will  include 
a description  of  the  subjects  t©  be  used,  the  type®  of 
data  to  b@  collected,  and  the  method  of  data  collection 
(e.g.,  questionnaire,  interview).  A copy  of  any 
surveys/ quest  loans.!  res  to  fe®  used  should  be  submitted 
along  with  the  research  proposal.  The  second  part  of 
the  methodology  section  should  discuss  the  type  of  data 
analysis  that  will  take  place. 

(4)  Policy  implications:  A primary  focus  of  research 
that  is  conducted  at  NCSSM  is  to  evaluate/ improve/expand 
the  services  and  operation  of  the  School.  As  such,  an 
explanation  of  the  implications  of  the  research  to  be 
conducted  is  necessary.  This  explanation  will  enable 
the  Research  Review  Committee  to  evaluate  the 
applicability  of  the  proposed  study  to  NCSSM. 

(5)  Appendix:  The  following  items  should  be  included: 

Budget.  The  budget  should  be  broken  down  into 
distinct  categories.  All  costs  should  be  estimated. 

Source  of  funding. 

Investigators.  A list  of  the  investigators  should  be 
prepared  along  with  a statement  of  their 
qualifications  for  carrying  out  the  research. 

Timeframe.  This  should  include  approximate  dates  for 
the  completion  of  each  phase  of  the  study. 

All  research  proposals  will  be  submitted  to  the  Head  of  Research  and 
approved  prior  to  the  Principal  Investigator  contacting  any  external 
funding  agencies,  and  all  contractual  arrangements  must  be  approved 
by  the  Head  of  Research  and  the  Deputy  Director  for  Operations  and 
Institutional  Advancement.  After  a careful  review  of  the  proposal, 
the  Head  of  Research  will  submit  the  proposal  to  the  Research  Review 
Comnittee. 
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three 


Hie  Research  Review  Committee  will  make  one  of 
recommendations : 

(1)  Approve:  The  project  proposal  has  been  accepted  by 
the  committee  in  its  original  form. 

(2)  Conditional  Approval:  The  project  proposal  may  be 
accepted  by  the  committee  once  the  recommended  changes 
have  been  made  and  the  proposal  resubmitted  to  the  Head 
of  Research. 

(3)  Rejection:  The  project  proposal  has  not  been 
accepted  by  the  committee  and  no  further  action  will  be 
taken  at  the  present . 

The  recommendation  will  be  passed  along  to  the  Director  for  final 
approval . 

The  Principal  Investigator'  will  be  notified  in  writing  of  the 
decision  of  the  committee  no  later  than  10  working  days  after  the 
committee  has  met . 


INSTITUTIONAL.  ADVANCEMENT 


INSTITUTIONAL  ADVANCEMENT 


. 


. 


. 

% 
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7.0  INSTITUTIONAL  ADVANCEMENT 

7.1  Development 


The  Development  Office  serves  as  the  office  authorized  to  undertake 
fund  raising  programs  to  generate  support  for  the  school  and  its 
programs  from  the  private  sector.  All  requests  for  gifts  and  grants 
must  be  processed  through  the  Development  Office.  No  requests  for 
external  support  can  be  made  without  prior  knowledge  and  approval  of 
the  Development  Office. 

Gifts  received  from  all  private  sources  are  deposited  with  the  Fund 
for  the  Advancement  ©f  Science  and  Mathematics  Education  in  North 
Carolina,  a charitable  foundation  established  for  this  purpose. 

The  Board  of  Directors  of  the  Fund  serve  as  the  advisory  group  t© 
assigt  is  the  solicitation  and  implementation  ©f  fund  raising 

programs « 

In  agreement  with  school  policies  and  procedures,  the  Development 
Office  shall? 

(1)  Develop  and  recommend  fund  raising  plans  and 
objectives  and  define  solicitation  procedures. 

(2)  Conduct  approved  annual  solicitation  programs. 

(3)  Conduct  approved  special  purpose  and  capital 
appeals . 

(4)  With  approval  of  the  Director  and  Principal  of  the 
school,  advise,  assist  and  transmit  all  non=°research 
proposals  requesting  funds  from  external  agencies  for 
projects  relating  to  the  instructional  program. 

(5)  Negotiate  with  external  agencies,  accept  awards  on 
behalf  ©f  the  school,  and  oversee  post-award 
administration.  These  responsibilities  include 
clarification  of  sponsor's  guidelines  and  adherence  to 
school  policies  or  agency  requirements,  assistance  and 
approval  of  budget  and  non-research  proposal 
preparation. 

(6)  Gifts  other  than  cash  contributions  such  as 
equipment,  real  estate,  art  work,  manuscripts  and  book 
collections,  are  defined  as  gifts-in-kind  and  must  be 
approved  by  the  Development  Office  prior  to  acceptance. 

As  of  January  1,  1985,  gifts  of  this  nature  must  meet 
certain  criteria  for  IRS  purposes  including,  but  not 
limited  to,  clear  title,  property  rights,  use  and 
maintenance,  and  rights  to  transfer,  sell  or  dispose  of 
in  another  manner. 
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(7)  Under  no  circumstances  should  any  employee 
acknowledge  a gift-in-kind  in  which  a dollar  value  of 
the  gift  is  mentioned.  New  IRS  regulations  specify  that 
in  order  for  donors  to  obtain  charitable  income  tax 
deductions  for  such  gifts,  they  must  submit  appraisals 
on  IRS  approved  forms.  These  appraisals  may  only  be 
signed  by  one  designated  school-approved  official. 


7.2  Parents  Program 

The  Parents’  Organization  of  the  North  Carolina  School  of  Science 
and  Mathematics  was  established  in  1982  to  provide  a network  of 
communication  as  well  as  a practical  and  effective  system  which 
encourages  parents’  participation  in  NCSSM  activities. 

It  is  an  organization  which  not  only  benefits  parents,  but  serves  as 
a vehicle  to  benefit  the  school,-  students,  and  educational 

excellence . 

All  parents  are  automatically  members  of  the  organization  and 
receive  information  and  notices  regarding  parent  activities. 


Elected  officers  and  selected  parent  representatives  as  well  as 
representatives  from  the  school  make  up  the  Parents’  Council,  or 
steering  committee,  which  meets  at  least  twice  each  year  to  organize 
activities  and  determine  fund  raising  goals  for  the  Parents’  Fund. 

The  Parents’  Fund  is  the  annual  source  of  income  for  a wide  range  of 
student  educational,  recreational  and  cultural  programs  not  funded 
by  the  state.  Parents'  contributions  are  distributed  to  special 
accounts  representing  athletics  and  recreation,  cultural  activities. 
Special  Projects  Week,  field  trips,  student  government  and 
publications,  debate  and  academic  competition,  and  graduation. 

The  budget  for  allocation  of  parents’  funds  to  these  specific  areas 
is  analyzed  and  approved  annually  by  a committee  made  up  of  the 
Director,  the  Principal,  Associate  Principal,  Dean  of  Students,  and 
Development  Officers.  In  cooperation  with  approved  procedures  of 
the  Business  Office,  the  account  representatives  administer  the 
expenditures  of  the  Parents’  Fund. 

Officers  of  the  Parents'  Council  are  listed  in  the  "Faculty/ Staff 
Handbook  Supplement". 
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7.3  Alumni  Association 

The  Alumni  Association  of  the  North  Carolina  School  of  Science  and 
Mathematics  was  established  in  1983  to  promote  support  for  NCSSM 
among  alumni  of  the  school  and  to  keep  alumni  informed  of  school 
programs,  policies  and  functions.  > 

Membership  in  the  Alumni  Association  is  open  to  all  graduates  and 
former  students. 

Officers  of  the  organization  consist  of  the  President,  Past 
President,  Vice-President,  Secretary,  and  Treasurer.  These  officers 
comprise  the  Executive  Committee  together  with  the  Development 
Officers  as  members. 


7.4  Comal  eg-  ti  gag 

The  NCSSM  Communications  Office  prepares  and  provides  public 
information  about  the  school.  Functions  of  the  office  include,  but 

are  not  ret trie ted  to,  releasing  inf©r®atioa  to  the  new®  media, 
preparing  printed  materials  for  distribution  to  the  public,  and 
supporting  projects  and  programs  involving  & public  audience. 


MEDIA  RELATIONS.  A major  function  of  the  Gomsmnl cat ions  Office  is 
to  produce  news  releases  on  topics  of  public  interest  concerning 
school  programs.  It  distributes  the  releases  to  newspapers,  radio 
stations,  and  television  stations,  usually  within  the  state. 
Faculty  or  staff  members  with  news  ideas  should  discuss  with  the 
Communications  Office  the  best  way  to  publicize  them.  All  news 
releases  about  NCSSM  should  be  distributed  from  the  Communications 

Office. 


REPORTERS.  When  reporters  approach  faculty  sad  staff  mambers  with 
questions,  those  questions  should  b©  referred  to  the  Comsuai cat ions 
Officer  if  there  is  any  doubt  about  the  correct  answers , it  the 
subject  is  particularly  controversial,  or  if  the  staff  member 
doesn't  feel  comfortable  speaking  with  the  reporter.  Whenever  a 
faculty  or  staff  member  receives  questions  from  a reporter,  even 
when  the  answers  are  easy,  he  or  she  should  tell  the  Communications 
Officer  as  soon  as  possible  that  a story  concerning  the  School  is 
being  prepared. 


PRINTING.  The  Communications  Office  arranges  printing  services  £ot 
other  NCSSM  offices.  These  services  include  consultation,  editing, 
design,  and  working  with  typesetting  and  printing  companies.  With 
Media  Services,  the  Communications  Office  also  administers  the 
school's  offset  printing  press,  which  can  be  used  for  certain 
projects  on  paper  that  is  11"  x 17"  or  smaller.  Most  printing 
projects,  whether  produced  on  or  off  campus,  require  at  least  four 
weeks  to  complete.  Many  require  a considerably  longer  time.  Anyone 
seeking  printing  services  from  the  Communications  Office  should 
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allow  sufficient  time  between  providing  materials  to  the  office  and 
expecting 


' 


NCSSM  FORMS 


2 

Absence  Report  Form"*  « 

9 

Accident  Report  Form  ( FM16 ) 

2,3 

Advance  Approval  Overnight  Travel  Form  ’ 

2 

Advance  Faculty  Leave  Request  •••••••••••••••••••••*••' 

3 

Application  for  Faculty/Staff  Tuition  Waiver  ......... 

4 

Application  for  Independent  Study  .................... 

Approval  for  School  Sanctioned  Activities  ............ 

6 . 

Catering  Contract  * 

4 

Contract  for  Individualized  Study  .................... 

Club  Charter  Form*-1  

Daily  Bulletin  Request  Form1  * 

3 

Educational  Squipment/Supplies  Inventory  Checkout  List 

2 

End“o£“Year  Checkout  Form"  ............. ..............  • 

2 

Instructor  * s Grade  Report  ............................ 

3 

Inventory  of  Missing  Equipment  

3 

Log  of  Long  Distance  Telephone  Calls  

Medical  Tardy  Slip10 

MCSSM  Leave  Record**  • • 

Off-Campus  Trips  (non-academic)  ...................... 

Parent  Permission:  Overnight  Trips  ................... 

4 

Proposal  for  Seminar  

2 3 

Purchase  Request  * • • • 

Request  for  Carry  Out  Service^*  

3 

Request  for  Quotation  (8-34  JH)  

4 

Request  for  Schedule  Revision  

Request  for  Teacher  Recommendation  


IF 
2F 
, 3F 
. 4F 
, 5F 
. 6F 
. 7F 
. 8F 
. 9F 
. I0F 
. L1F 
. 12F 
. 13F 
. 14F 
. 15F 
. 16F 
. 17F 
. I7F 
. 13F 
. 19F 
. 20F 
. 24F 
, .25F 
...  26F 
. .27F 
. .28F 


PD  RMS 


Request  for  Telephone  Repair/ Service  29F 

5 


Request  for  Temporary  Clerical  Services' 

2 3 

Request  for  Travel  Reimbursement 

2,3 


Small  Purchase  Authorization 


30F 

31F 

33F 


Student  Evaluation  Form  . • 34F 

Student  Referral  Form^  35F 

Student  Withdrawal  Form^  36 F 

. ...  .38F 


Summer  Address  Form 


Supplementary  Evaluation  Form 


Test  Form 


2 


,39F 


Textbook  Form  40F 

5 


Time  Sheet  for  Temporary  Employees' 


Travel  Request  Form' 


2 3 


Vehicle  Reservation  Form 

.2,3 


2,9 


Work  Order  Request 


. ..41F 
. . .42F 
. . .43F 
. . .44F 


Obtain  from  Principal's  Office 
Obtain  from  Academic  Office 
Obtain  from  Business  Office 
Obtain  from  Registrar's  Office 
Obtain  from  Personnel  Office 
Obtain  from  PFM  (Food  Service) 
Obtain  from  Student  Services 
Obtain  from  Guidance  Office 


10 


11 


Obtain  from  Safety  & Security  Office 

Obtain  from  NCSSM  Clinic 

Obtain  from  Student  Council  Coordinator 


*May  reproduce  from  copy  in  Handbook  for  personal  use. 


IF 


ABSENCE  REPORT 


Teacher 


Date 


Student's  Name  Section  Number 


l 


r 


L.X 


N.  C Department  of  Administration -Motor  Reel  Management  Division 


FM  16 
(V85J 


nis  reoort  must  be  filed  regardless  of  amount  of  damages 

Policy  No.; 

Z.  DRIVER  i STATE  OWNED  VEHICLE 

Name: 

Department: 

Office  Phone: 

i 

dome  Addrass: 

Vehicle  Na : Tear:  Make: 

Serial  Na: 

License  plate  Na? 

!L  SECOND  PARTY  & NON-STATE  VEHICLE 


Dwner: 


Driver  (if  not  owner): 


Address: 


Address: 


Home  Phone: 


Home  Phone? 


Type  Veftide: 


Tear: 


Make: 


License  No.: 


Insurance  Ca: 


■Policy  No. 


Describe  damage  to  non- state  vehicle: 


i 


i 

I 


UL  INJURED  _ — 

Name: 

Name: 

i 

Address; 

Address:  p 

Home  Phone: 

Home  Phone: 

Describe  Injuries*. 

Describe  Injuries •• 

i 

i 

UL  ACCIDENT 

Location:  j 

j 

i 

Date: 

Time? 

Investigating  Officer: 

Describe  accident  in  detail  (use  back  of  form  to  continue/ diagram  accident): 

T.  WITNESSES 

Name: 

Name*  ^ 

Address: 

Address* 

Return  to» Mo tor  Fleet  Management 

300  N.  Salisbury  St.  Raleigh.  NC  27603-1360 

Signature,  state  owned  vehiciedriver:  daie: 

North  C#rolin*  Depr  -enl  of  Admlnlattilion 
ADVANCE  APPROVAL  # OVERNIGHT  TRAVEL 


ADVANCE  FACULTY  LEAVE  REQUEST 


NAME: DATE: — 

DEPARTMENT :_ 

I WILL  BE  ABSENT  ON  THE  FOLLOWING  DATES:  PERIODS: 

PERIODS: 

PERIODS: 

REASON (S): 

SICK  LEAVE  (Pre-scheduled  appointments,  etc.*) 

PROFESSIONAL  LEAVE 

VACATION  LEAVE 

PERSONAL  LEAVE 

OTHER  (Please  explain  on  reverse) 

★The  smallest  unit  of  sick  leave  to  be  applied  for  is  one-half  day 
SUBSTITUTE  NEEDED:  YES  NO 

CLASS  COVERAGE  PROVIDED  BY:  


LOCATION  OF: 

ROIL  BOOK 

LESSON  PLANS 


Signature  of  Department  Head 


Signature  of  Dean  for  Academic  Affairs 


November , JJ.BA 


APPLICATION  FOR  FAC ULTY/ STAFF  TUITION  WAIVER 
THE  UNIVERSITY  OF  NORTH  CAROLINA 


1.  Full  name  of  applicant; __ 

2.  Employing  institution: _ 

3.  Faculty  rank  and/or  title; 

4.  Months  (by  name)  of  calendar  year  in  which  University  employment  services  are 
rendered:  _____ ___________ 

5.  Institution  offering  the  course  you  wish  to  take  tuition-free: 


5.  Seraester(s)  in  which  course  will  be  offered:  _ 

7.  Title  of  course:  . 

9'.  Course  Humbert  - - - - 

9 . Credit  hours  of  course  to  be  earned  • 

10 . Contact  hours  of  course 

11.  Level  of  course  (grad.,  undergrad.,  special,  etc . ): 

12.  Is  there  any  course  at  a public  or  private  educational  institution  that  you  intend  to 

take,  whether  for  credit  or  not,  during  the  same  semester  as  that  during  which  you 
wish  to  take  the  course  identified  in  item  #7?  Yes  No  . If  "yes,"  set 

forth  on  the  back  of  this  application  the  name  of  the  institution  offering  the  course 
and  the  particulars  therefor  identified  in  items  #7,  8,  9,  IQ,  and  11. 


AFFLIGANI:  I hereby  certify  that  I have  completed  this  application  fully  and 
accurately  to  the  best  of  my  knowledge. 

(signature)  (date) 


FOR  THE  EMPLOYING  INSTITUTION:  Enrollment  tuition-free  in  the  course  identified  in  iter 
6,  7 „ ani  8 will  not  interfere  with  or  conflict  with  the  satisfactory  per- 
formance of  normal  employment  obUgadons  by  the  above-named  applicant, 
(signature)  (date)  __________ 

(title) 

FOR  THE  ENROLLING  INSTITUTION:  The  above-named  applicant  has  been  found 

academically  eligible  to  enroll  in  the  course  identified  at  items  #6,7,  and  8. 
There  is  space  available  for  the  above-named  applicant  to  enroll 
tuition-free  in  the  course  identified  in  items  #6 , 7 , and  8 . 

(signature)  ______________________  (date)  _______________ 

(title)  _______________________ 
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NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
APPLICATION  FOR  INDEPENDENT  STDDY 

Date  _______________ 

1 . Name  

Social  Security  Number Grade  

Title  of  Study 

Units  of  Credit  

2.  Starting  Date  _ Estimated  Completion  Date 

3.  Sponsoring  Faculty/Staff  Member  ' ________________ 

Co-sponsoring  (Optional  - Need  not  be  a member  of  faculty  or  staff. 
But  if  not,  list  address  and  telephone.) 


4.  DESCRIPTION  OF  STUDY  (This  should  state  mutual  expectations,  meeting 
times,  deadlines,  and  basis  for  evaluation.) 


5.  MAJOR  RESOURCE  NEEDS  (Example:  computer  time,  laboratory  set  up  for 

days,  transportation,  off-campus  library,  media  services  support.) 


6.  ESTIMATE  OF  COSTS  (Resources  not  available  from  school.  Please  itemize 
and  indicate  sources  of  funds.) 


7.  AGREEMENT  OF  SPONSOR  AND/OR  CO-SPONSOR  - I (We)  agree  to  advise  the  above 
Independent  Study  Project. 

/ 

. Signature (s)  of  Sponsors  Date 


Signature  of  Student 
Registrar's  Notes: 


/ 

Signature  of  Dean  for  Academic  Affairs/  Date 


Effective  Date  on  Student  Schedule 


NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
APPROVAL  FOR  SCHOOL  SANCTIONED  ACTIVITIES 


ACTIVITY : 

FACULTY/ STAFF  SPONSOR(S): 
DATE(S) : 


TIME  OF  DEPARTURE: 

TIME  OF  RETURN: 

DESTINATION: 

PHONE  NUMBER: 

* STUD ENTS  PARTICIPATING: 

ACTIVITY  APPROVED 

DATE  APPROVED 

SIGNATURE 

(PRINCIPAL) 

RETURN  THIS  FORM  TO  THE  PRINCIPAL'S  OFFICE 

*Sponsors  are  requested  to  check  this  list  against  those  who  actually 
participate.  Changes  should  be  given  to  the  Principal's  Office  prior 
to  the  group  leaving. 


OF 


Professional  Food  Service  Management,  Inc. 
CATERING  CONTRACT 


DATE 

TIME  from  ■ 

to 

serving  at 

FACILITY 

ESTIMATED  NO. 

GUARANTEED 

TYPE  SERVICE: 

Breakfast 

Lunch 

Dinner 

Refreshments 

Served 

Buffet 

Pick  Up 

Deliver 

Linens 

Decorations 


Special  Instructions 


MENU: 


rtocjrn 

'jVui 

Customer  Signature 

Date 

Food  Service  Manager  Approval 

INVOICE: 


Department 
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The  North  Carolina  School  of  Science  and  Mathematics 

i 

CONTRACT  FOR  INDIVIDUALIZED  STUDY"' 


of 


>course, 


Student 


Faculty  Supervisor 


Times  for  Review  and  Evaluation 


Subject  of  Study 


Effective  Dates:  Begin 


End 


General  requirements  for  credit  are  to  be  listed  below.  Additional  assignments 
will  be  made  by  the  faculty  supervisor  as  the  student's  skills  and  interest 
develop.  The  progress  report(s)  will  carry  the  standard  course  title  and  letter 
grade  (A  to  D scale). 


Approved: 

Student  Signature  Date 


Supervisor  Signature  Date  Dean  tor  Academic  Affairs  Daue 

* All  contracts  must  be  sent  to  the  Guidance  Office.  They  will  be  forwarded  to 
the  Academic  Office.  Following  approval,  copies  will  be  made  in  the  Academic 
Office  and  sent  to  (1)  the  student,  (2)  the  faculty  supervisor,  and  (3)  the 
Registrar. 


THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE 
Application  for  Club  Charter 


AND  MATHEMATIC 


PROPOSED  NAME: 


PURPOSE  OF  ORGANIZATION: 


MEMFERSH  IP  RULES/REQU  IREMEN.TS : 


.ANNEI;  ACT  IV 


SCHEDULE  OF  PROPOSED  MEETINGS: 


ORGANIZATION  OF  THE  CLUB: 

A.  Election  or  Appointment  Procedures  for  Officers: 


B.  Selection  of  Advisor (s): 


FUNDS: 


10A-F 


A.  Dues: 




ti!  .nnaH  Pun.H-P  c i na  ArtivitiPs:  — — 



All  clubs  will  fellow  the  accounting  procedures  and  rules  that  are 
developed  and  approved  by  the  Inter-Club  Council  and  the  Administration  of 
the  North  Carolina  School  of  Science  and  Mathematics. 

Attach  a list  of  all  club  members  and  officers  to  the  charter.  Added 
information  aiding  in  the  merit  of  this  application  should  be  written  u.n 
additional  sheets  of  paper  and  attached  to  the  application. 


SIGNATURES 

Student  Representatives  of  the  Proposed  Club  Hwo  r&quireu) 


Club  Advisor  Signature: 

Date  submitted  to  the  N.C.S.S.M.  Student  Council  Executive  Committee: 


Applicants,  do  NOT  write  below  this  line 


Approved  by: 

1.  Student  Council  Executive: 


Date 


2.  NCSSM  Dean  of  Students: 


Bate 


THE  NORTH  CAROLINA  SCHOOL  CF  SCIENCE  AND  MATHr.A-.-xCS 


FOR  PUBLICATION  IN  DAILY  BULLETIN 
DIRECTIONS: 

1 . Item  for  publication  must  be  submitted  on  tn*.s  form 

2.  Item  must  be  limited  to  the  space  below 

3 . Item  will  only  be  published  1 day  , 

4.  Item  must  be  submitted  by  3:00  p.m.  on  the  day  be- ore  aesirea 

publication 

■ DATE  FOR  PUBLICATION  (1  day  only) 


SIGNATURE 
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EDUCATIONAL  EQUIPMENT/SUPPLIES  INVENTORY  CHECK-OUT  LIST 

DEPARTMENT: TEACHER: 

DATE: 

ASSET  NUMBER  QUANTITY  . DESCRIPTION  CONDITION  (Good, Fair, Poor 


SIGNED: 

(Teacher ) 

DATE: 


SIGNED: 

(Business  Office) 

DATE: 
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North  Carolina  School  of  Science  and  Mathematics 


END -OF -YEAR  CHECKOUT  FORM 


Please  return  the  checkout  sheet  to  the  Academic  Office  when  all  signatures 
are  collected. 


Summer  address,  telephone  number, 

( Academic  Dean ) and  information  on  how  to  be  reached 

filed  in  Academic  Office. 


(Academic  Dean) 


(Academic  Dean} 


(Media  Head/ Librarian) 

(Department  Head)  " 

(Registrar) 

(Janet  Hasweil -Business  Office) 

(Academic  Dean) 


Copies  of  first  and  second  semester  exams 
' on  file. 

Keys  (Classroom,  copy  room)  turned  in  to 
’ office. 

Media  and  Library  materials  returned. 

■ Final  grade  reports  filed  with  Depart.  Head. 

All  -in completes  changed  to  letter  grade. 

Inventories  completed  and  returned. 

List  of  students  with  outstanding  fees/ 

’ equipment/materials. 


(Academic  Dean) 


List  of  Seniors  with  failing  grades  (due 
in  Academic  Office  by  Thursday  June  7, 
9:00  a.m. 


I 
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JEEIS  CSSCUIR  SCSEL  O?  SOBCS  snd  lOTHEWTICS 
mSTSXIOR'S  GRADE  REPORT 


TO:  ACADEMIC  DEAN 

FSCWs  SUBJECT  IMSTStSOIOR SIBJSCT  TAUGHT 
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INVENTORY  OF  MISSING  EQUIPMENT 

DEPARTMENT:  ~ TEACHER , 

DATE:_ 

Equipment  furnished  at  the  beginning  of  the  school  year  but  missing  on  the  final 
day. 

QUANTITY  DESCRIPTION  REASON 


SIGNED: 

(Teacher ) 

DATE: 


SIGNED : 

(Business  Office) 

DATE: 


NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
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OFFICE: 


LOG  OF  LONG  DISTANCE  TELEPHONE  CALLS 

TELEPHONE  NO: 


FOR  MONTH  OF: 


USE  OF  SCHOOL  TFLSFHONFS  EOR  F^ETRS 
LONG  IOXSTFUNrCE:  CAXLS  IS  ILLEGAL  - 


Below  Use  all  long  distance  telephone  calls*  When  making  long  distance 
calls,  please  remember  to  dial  "S'*.  ”9”  is  for  making  local  calls  cnly. 


PLEASE  RETAIN  A COPY  OF  THIS  TELEPHONE  LOG  FOR  AUDITING  PURPOSES 


MEDICAL  TARDY  SLIP 
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DATE 

PERIOD TIME 

STUDENT'S  NAME ________________ 

SIGNATURE  _ 


D?  - 4 


s PR  IN 


DIVISION: 


i request  tha;  the  following  HOURS  be  approved  in  the  month  of: 


on  tne  following  day(s)  : 


4 
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NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 


I 

OFFICE  USE  ONLY 

OFF  - CAMPUS  TRIPS  (NON-ACADEMIC) 

DATE  OF  TRIP: 

TIME  OF  DEPARTURE:  _______________________  TIME  OF  RETURN: 

DESTINATION:  ' 

NAME  OF  SPONSOR/ CHAPERONE:  _ 

PHONE  NUMBER  (If  Applicable):  

^STUDENTS  PARTICIPATING: 


RETURN  FORM  TO  STUDENT  SERVICES 

*Sponsors  are  requested  to  check  this  list  against  those  who  actually  go  on  the  trip. 
Changes  should  be  given  to  the  RA  on  duty  before  the  group  leaves. 


! 


Thank  you. 


THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
PARENT  PERMISSION:  OVERNIGHT  TRIPS 
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NCSSM  will  provide  periodic  off-campus  trips  of  an  instructional  ana/or  ,ecreauio^ 
nature.  Such  activities  will  be  supervised  by  faculty  and  stair  members.  Respo..si 
for  some  organizational  aspects  and  activities  will  be  shared  with  ^tudent  Pa^i>-  P A 
Occasionally  outdoor  activities  will  include,  but  not  be  restnctec  to  the  use  o. 
can's  Sts,  sailboats,  rock  climbing  and  hiking  equipment  ^ actxvxtx«jna  uses 
of  special  equipment  will  be  preceded  by  proper  technique  and  will  be  supervised. 


The  information  and  form  below  will  provide  you  with  the  ^ac<.s 
you  need  to  know  as  well  as  give  us  the  necessary  permission. 


concerning  the 


tnp 


PART  A TRIP  INFORMATION 

TRAVEL  TO:  

SPONSORING  GROUP:  

DATE  - FROM:  TO:  

FACULTY/STAFF  SUPERVISOR:  

? 

NUMBER  GROUP  CAN  BE  REACHED  AT  (IF  POSSIBLE) : 

PLACE:  

PHONE:  . 

COST  PER  STUDENT  (IF  APPROPRIATE)  _ 

OTHER:  


PART  B PERMISSION  FORM 


I (We),  the  parent/ guardian  (s)  of  

permission  for  my(our)  son/ daughter  to  participate 
above. 


hereby  grant 

in  the  activity  as  described 


I (We),  understand  that' NCSSM  declares  that  it  shall  not  be  liable  for  any  injury,  loss 
accident  or  irregularities  which  may  be  occasioned  either  by  reason  of  detect  m any 
vehicle  or  through  the  acts  of  default  of  any  company  or  person  engaged  in  conveying 
the  passenger  or  carrying  out  arrangements  and  programs  of  the  activity  or  trip. 


SIGNATURE  OF  PARENT /GUARD IAN 


DATE 


PLEASE  DETACH  AND  MAIL  TO: 


NCSSM,  ?.  0.  Box  2418,  Durham,  NC  27705 
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North  Carolina  School  of  Science  and  Mathematics 


PROPOSAL  FOR  SEMINAR 


/ 


Proposed  by:  (1) 

(2) 

(3) 

(4) 

Abstract  (100  words  or  fewer.  This  should  be  written  after  the  rest  of 
the  proposal,  in  order  to  provide  a concise  summary.): 


Proposal  Fora  - 2 


OBJECTIVES  (What  will  be  learned.):  1 


PROCEDURES  (Examples:  regular  group  meetings,  lab  work,  library  research, 
guest  speakers,  points  of  evaluation,  meeting  with  advisors): 


CALENDAR  (dates  of  beginning,  end,  and  dates  of  significant  interim  events): 


Average  time  per  week  per  participant 
RESOURCES  REQUIRED  (space,  equipment,  books,  guest  speakers,  transportation) 


CREDIT  REQUESTED: 


Proposal  Form  - 3 


EVALUATION  (type,  frequency,  validation  by  advisors  as  to  how  well  objectives 
have  been  met) : 


ADVISORS: 

Projecc  Advisor  _____ 
Subject  Advisor (s) 


FINAL  PROJECT  (Optional:  If  the  seminar/proj ect  results  in  an  outcome  such  as 
a written  paper,  a slide  presentation,  a videotape,  will  it  be  availaole  for 
public  presentation?) : 


AGREEMENT  - If  this  proposal  is  accepted,  we  agree  to  make  every  effort  to 
fulfill  the  commitment  to  complete  it  successfully.  We  understand  that  at 
any  point  the  Academic  Dean  can  terminate  the  project  and  require  enrollment 
in  equivalent  standard  courses. 

Student  Applicants:  _ 


Credit 

approved  upon: 


Proposal  Form  - 4 


We  agree  to  assist  the  above  students  in  this  seminar. 


Seminar  Advisor  

Advisor  in  ’ 

subject 


No  applications  will  be  considered  without  signatures  of  student  applicants, 
the  project  advisor,  and  necessary  subject  advisors. 


Parent  Signature 


liORKi  CAROLINA  SCHOOL  c ^SCIENCE  AND  MAT! HEMATICS 
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> 
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REQUEST  FOR  CARRY* OUT  SERVICE 


DATE  CP  REQUEST. 
GROUP 


PERSON  REQUEST; NR  /ICE. 

DATE  OF  SERVICE  


PHONE 


TIME 


CARRY  OUT  TO  REPLACE:  Q Breakfast  Q Lunch  O Dinner 
NUMBER  OF  PEOPLE 


NAMES 


MEAL  CARD  NO. 


I 


THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 


1912  West  Club  Boulevard 
Durham,  N.C.  27705 
919-683-6654 


REQUEST  FOR  QUOTATION  DATE : 

TO*  Reply  to : 

NCSSM 

P.0.  Box  2418 

Durham,  North  Carolina  27705 


All  prices  to  be  F.O.B.  Durham  and  include  packaging,  handling  and  any  other  charges „ 
Delivery 


Date 


Signature 
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THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
REQUEST  FOR  SCHEDULE  REVISION 


Name 

Campus  Post  Office  Address  

Faculty  Advisor  

Course  you  wish  to  be  dropped 

Teacher  

Course  to  be  added  

Reason  (s)  


Data 


Soc.  Sec.  # 


Gr  ade 


Period  Class  Meets 


Reviewed  by 

Registrar  Date 

Recommended/Not  Recommended  

Teacher  of  Course  To  Be  Dropped 


Department  Head 


Comments  by  Reccmmender 


Approved 


Registrar  or  Academic  Dean 


PLEASE  NOTE:  RETURN  ALL  BOOKS  FOR  DROPPED  COURSES  TO  THE  BOOK  ROOM. 


9/85 


The  North  Carolina  School  of  Science  and  Mathematics 
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REQUEST  FOR  TEACHER  RECOMMENDATION 

(Please  Prin.t) 


Name  of_Tsacher  Department 

Name  of  Student 


WAIVER 


I hereby  waive  my  rights  of  access  to  the  information  included  in  the  recom- 
mendation you  write  for  me  and  authorize  release  of  that  recommendation  to  the 
colleges  to  which  I am  applying  for  admission  as  designated  by  me. 


Date 


Signature  of  Student 


I do  not  waive  my  rights  of  access  to  the  information  included  in  the  recom- 
mendation you  write  for  me. 


Date 


Signature  of  Scudent 


? LEASE  KEEP  THIS  FOR:-;  IN  YOUR  FILES  AND  SEND  A COPY  TO  THE  GUIDANCE  OFFICE. 


NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
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REQUEST  FOR  TELEPHONE  REPAIR 

THIS  FORM  SHOULD  BE  COMPLETED  AND  RETURNED  TO  BARBARA  DAVIS  IN  THE  BUSINESS 
OFFICE  FOR  ANY  REPAIR  WORK  NEEDED  FOR-  Ail  ALREADY  EXISTING  TELEPHONE  AT  NCSSM. 

YOUR  COOPERATION  IS  APPRECIATED  AND  NECESSARY  TO  MAINTAIN  GOOD  TELEPHONE  SERVICE. 

NUMBER  ON  PHONE  OUT  OF  SERVICE:  

LOCATION  OF  THIS  PHONE  AT  NCSSM: , — - 


DESCRIBE  TROUBLE  ON  PHONE  AS  BEST  YOU  CAN: 


DATE : 


NAME  OF  PERSON  REPORTING  PHONE: 


REQUEST  FOR  INSTALLATION  OF  NEW  TELEPHONE  SERVICE 


THIS  FORM  SHOULD  3E  COMPLETED  AND  RETURNED  TO  BARBARA  DAVIS  IN  THE  BUSINESS 
OFFICE  FOR  ANY  NEW  TELEPHONE  SERVICE  NEEDED  OTHER  THAN  THAT  OF  NOW  EXISTING 
EQUIPMENT  AT  NCSSM. 

YOUR  COOPERATION  IS  APPRECIATED  AND  NECESSARY  TO  MAINTAIN  GOOD  TELEPHONE  SERVICE. 


TYPE  OF  WORK  REQUESTED  IN  DETAIL; 


LOCATION  TO  BE  INSTALLED:  _____ 

DATE  NEEDED  BY:  (PLEASE  ALLOW  AT  LEAST  3 WEEKS  AS  GTE 

IS  USUALLY  BOOKED  THAT  FAR  IN  ADVANCE) 

DATE:  NAME  OF  PERSON  REQUESTING  ORDER:  

DEPARTMENT  HEAD  APPROVAL:  


DATE: 
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NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 

| 

Request  for  Temporary  Clerical  Services 

Department  Date 

Date(s)  of  Service 
Special  Skills  Required 


Justification  for  Services 

% — 

Name  this  Temporary 
should  report  to : 

Agency  and/or  Person  preferred: 


Department  Head  Approval 

Date 

Dean's  Approval 

Date 

Business  Office 

Date 

Request  ( ) Approved 


( 


) Denied 


( ) Returned 


31 F 


'O  »M  6O-*03 

(raw.  l.'SSl 


STATE  OF  NORTH  CAROLINA 

REQUEST  FOR  REIMBURSEMENT  OF  TRAVEL  AND  OTHER  EXPENSES  AND  ALLOWANCES 
INCURRED  IN  THE  DISCHARGE  OF  OFFICIAL  DUTY  - INCLUDING  PER  DIEM 

INSTRUCTIONS  TO  CLAIMANT  Pieoare  in  thre,  131  COOiat.  Attach  all  nacewary  racaiptl  and  oih«r  suDOOrtmg  document!  to  thu  form  and  suOmit  the 
nrigm^i  a^d  (1)  copy  to  your  Budget  of  Business  office.  Retain  one  (1)  copy  


Deportment  or  Institution. 


D»  **3  ion 


Po y««  Non#> 


Ti  tie: 


Heodquorters  City: 


Poy  ee  Home  Address: 


Dote: 


T otal  Cost  | 


Period  Covered  By  This  Voucher  (from/to): 


Dot*  Out«ef®$tate 

Travel  Autharixation 


Dote  o f Excess 

Allowance  Auth, 


Less 

Advance 


1 


Reimburse,  * 


i 


__h 


Under  penalties  ot  perjury  I certify  this  to  be  o true  and  accurate  statement  of 

the  ctty  of  lodging,  expenses  and  allowances  incurred  in  the  services  of  the 
state  and  that  none  of  these  expenses  hove  been  or  will  be  reimbursed  to  me 
from  any  other  source. 


( c I oimont) 


I hove  examined  this  reimbursement  request  and  certify  that  it  is 
just  and  reasonable. 


( supervi  sor) 


Control 


total 


Amount 


CR  FRC  object 


RCC 


Program 


Dist, 


Identification 


ID 


► out— of— rr  at?  retvATt  css  e -2»«/ 


Fiscal  Management  Section  Use  Only 
Verified  & Approved  for  Payment: 


Date: 


-MUST  BE  EQUAL 


Trovel  (show  eoch  city  visited) 

T ronsoartati  on 

Subsi stenc 

•• 

Other  erg* 

Day 

!• 

Qut-af«5#ote 

2* 

In-Slot, 

3ut-of- State 

6 *©  loneti  on 

Amount 

R 

a 

L 

A 

0 

•*.y 

0 

H 

Doily  P 

Hv,t»  Car  Mil—ga*.  @ C / MILE 

P 

T otol 

R 

8 

L 

A 

D 

0 

H 

Doily  Private  Car  Mileage:  9 6/  UIU 

p 

Total 

R 

a 

A 

L 

| 

0 

J 

0 

H 

! 

Oaiiy  Private  Car  Mileage:  <5  C / MILE 

P 

T otal 

I 

R 

9 

A 

L 

0 

0 

H 

Daily  P 

i vote  Car  Mileage:  9 C / MILE 

p 

Total 

R 

s 

* 

A 

L 

c 

0 

H 



Daily  Pr 

ivote  Cor  Mi  leege:  C / MILE 

P 

Total 

(11  Mod,  af  Tr«*l:(2l  Typ*  vi  SuOsitvnc,  IrvStite  CHjt-c 
R-R.ntM  Car  BraaktasT  j 3.25  S 4. 

<-Sta»» 

25 

T otal 

T ran  sport. 

To»a  1 

T <an  t porta 

T ota  1 

A uth.Su  bse a t. 

T otal 

Auth.Subs  i at. 

T otal 

Other  £xo. 

- " , Luncn  4,00 

?rb«?  Olnner  7.75  10.75 

P-Pr. -owned  car  Room  27,00  34,00 

24-hr  par lod  42.00  54.00 

i 
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NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 

BUSINESS  OFFICE 
SHALL  PURCHASE  AUTHORIZATION 


INSTRUCTIONS:  Fill  in  name  of  employee  making  purchase,  program 

incurring  expense,  name  of  firm  from  which  purchase  is  to  oe  made, 
and  items  to  be  purchased.  Present  form  to  business  oflicer  for 
approval  before  making  purchase.  Fill  in  actual  cost  ot  items  at 
time  of  purchase.  Return  this  form  to  business  officer  with  invoice/ 
delivery  slip. 


THIS  AUTHORIZES 


, an  emnlovee  of 


Budgeted  Program) 

$100.00  excluding  applicable  taxes,  from 


(Employee's  Name)  (Name  or 

, to  purchase  supplies,  not  to  exceed 


(Name  of  Firm,  if  specified) 

within  two  days  from  this  date.  This  authorization  must  accompany  invoice/ 
delivery  slip  for  merchandise  purchased  or  employee  named  will  be  held  liable 
for  payment . 


ITEM  DESCRIPTION 


COST 


SUB-TOTAL 


TAX 


TOTAL  $ 


APPROVED  BY: DATE: 


Business  Officer 
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The  North  Carolina  School  of  Science  and  Mathematics 

1934-85 


STUDENT  EVALUATION 


QUARTER  1234 


Grades  are  distributed  at  the  end  of  each  quarter  and  teacher  comments  at  the  end  of  the  first 
and  last  quarters  of  a course.  Additional  comments  are  sent  when  a significant  change  in  perform- 
ance occurs.  Student,  parent  and  staff  response  and  input  are  welcome  and  necessary  components 
of  the  grade  and  comment  process.  The  teacher's  telephone  number  appears  below.  In  cases 
where  direct  telephone  contact  cannot  be  conveniently  made,  a message  to  have  a call  returned 
by  a teacher  may  be  left  in  the  Academic  Office  (919-683-6662)  Monday  through  Friday  between 
the  hours  of  8:00  and  5:00. 

Name  of  Student: 

Name  of  Course: 


Name  of  Teacher: 


Office  Telephone:  (919)  683- 


Address:  NCSSM 


Suggested  Calling  Time: 


P.O.  Box  2418 
Durham,  NC  27705 


Areas  of  concern: 


□ attitude  toward  work 

□ class  attendance 

□ class  participation 

□ conduct 

Q homework  preparation 


□ punctuality 

□ test  performance 

□ time  management 

□ tutorial  attendance 

□ other 


Comments: 


Teacher  Signature:. 


Date:.!. 
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STUDENT  REFERRAL  FORM 


NAME  OF  STUDENT 

Person  Making  Referral 
CONCERNS : 


Date  Submitted 


RESPONSE  OF  GUIDANCE 


Date 


NCSSM:G/C10Q 


THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 
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STUDENT  WITHDRAWAL  FORM 


STUDENT'S  NAME 
HOME  ADDRESS 
DATE  OF  WITHDRAWAL 


hereby  certify  that  I am  voluntarily  withdrawing  from  the 
School  of  Science  and  Mathematics  and  hereby  relinquish  all 
privileges  afforded  me  as  a student  for  the  19  - school 


North  Carolina 
rights  and 
year. 


DATE 


DATE 


DATE 


DATE 


DATE 


DATE 


DATE 

( Form  to  be  returned 


SICNATURE  OF  STUDENT 


SIGNATURE  OF  COUNSELOR 


SIGNATURE  OF  DEAN  FOR  ACADEMIC  AFFAIRS 


SIGNATURE  OF  DEAN  OF  STUDENTS 


SIGNATURE  OF  PRINCIPAL  (or  DIRECTOR) 


SIGNATURE  OF  PARENT  OR  GUARDIAN 


SIGNATURE  OF  RESIDENT  ADVISOR 
to  Registrar's  Office.) 


I 


SUMMER  ADDRESS  FORM 


NAME  

( Last ) (First)  (Middle) 

ADDRESS  

TELEPHONE 

SUMMER  ADDRESS 

Same  as  above 

ADDRESS . _ 

TELEPHONE  

IN  CASE  OF  EMERGENCY  CONTACT: 


COMMENTS 


The  North  Carolina  School  of  Science  and  Mathematics 

1984-35 


SUPPLEMENTARY  EVALUATION 


Grades  and  comments  are  distributed  on  a quarterly  basis.  In  order  to  ensure  additional  productive 
communication  among  parents,  teachers  and  students,  this  form  is  used  during  the  quarter  at  the 
discretion  of  the  subject  teacher  when  such  use  is  considered  to  be  in  the  student's  best  interest. 
Student,  parent  and  staff  response  and  input  are  welcome  and  necessary  components  of  this  pro- 
cess. The  teacher's  telephone  number  appears  below.  In  cases  where  direct  telephone  contact 
cannot  be  conveniently  made,  a message  to  have  a call  returned  by  a teacher  may  be  left  in  the 
Academic  Office  (919-683-6662)  Monday  through  Friday  between  the  hours  of  8:G0  and  5:00. 

Name  of  Student: 


Name  of  Course: 

Name  of  Teacher: 

Address:  NCSSM 

P.O.  Box  2418 
Durham,  NC  27705 
Areas  of  concern: 

□ attitude  toward  work 

□ class  attendance 

□ class  participation 

□ conduct 

□ homework  preparation 


Office  Telephone:  (919)683- 
Suggested  Calling  Time: 

□ punctuality 

□ test  performance 

□ time  management 

□ tutorial  attendance 

□ other 


Comments: 


Teacher  Signature:. 


Date: 


39F 


Sample  Form: 

TSS 

m 

J. 

INSTRUCTOR 

COUPEE 

PERIOD 

MO.  OF  JUNIORS 

:;o.  of  sue  ope 

• 

t* 


SPECIAL  ACTIVITY 
(Research,  Field  Trip,  etc.) 


r 
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NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 

TEXTBOOK  FORM 


NAME 

SS# 

GRADE 

DATE 

SUBJECT 

- 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

J 

P 

CONDITION 

IN 

N G 

F 

_P 

SUBJECT 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

F 

P 

CONDITION 

IN 

N 6 

F 

P 

SUBJECT 

- 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

F 

P 

CONDITION 

IN 

N G 

F 

J3 

SUBJECT 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

F 

P 

CONDITION 

IN 

N G 

F 

P 

SUBJECT 

> 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

F 

P 

CONDITION 

IN 

N 6 

F 

P 

SUBJECT 

TEXTBOOK 

TITLE 

PAGE 

NUMBER 

CONDITION 

OUT 

N 

G 

F 

P 

CONDITION 

IN 

N G 

F 

J 

N=New  G=6ood  F=Fair  P=Poor 


N C S S M 


41 F 


TIME  SHEET  FOR  TEMPORARY  EMPLOYEES 


Employee  Name 


Program 

* 

Month/Year 

« 

TOTAL  HOURS 

TOTAL  HOURS 

IR 

OUT 

LUNCH 

WORKED 

IN  OUT 

LUNCH 

WORKED 

2 

l—  , ■ 

1 

1 | 18 

1 

i 

3 

| 

19 

i 

l 

" ' i 

! 

1 20 

<5 

mj 

! 

21 

• 

6 

i 

i 

22 

7 

j 23 

g 

I 24 

s 

| 25  - i 

10 

26 

11 

27 

1 1 

X.  tm 

28 

13 

29 

14  - 

30 

15 

31 

16 

■ — 

— — — 

TOTAL  HOURS  WORKED 

. Employee  Signature 


Supervisor  Signature 


REQUIRED  III  THE  PERSONNEL  OFFICE  BY  THE  FIRST  DAY  OF  THE  MOUTH  I 


42F 


Travel  Reouest 


CS 


Date  Submitted 

Travellers: 

Travel  to:  * Total  Miles 

Date  of  Travel  - Beginning_ Ending 

Mode  of  Transportation: 

Requesting  Department: 

Maximum  Expenses  per  Day  $ Convention  Registration  $ 

Total  Estimated  Expenditures 
Purpose  and  Explanatory  Remarks 


Others  making  trip: 


Request 
C } Approved 
( ) Denied 

( ) Returned 


Department  Head  Approval  Date 


Dean ' s Approval 


Date 


Director's  Approval  Date 


Comments : 
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THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 

VEHICLE  RESERVATION  FORM 
(Please  Print) 

PERSON  REQUESTING  VEHICLE  

DEPARTMENT  

TYPE  OF  VEHICLE  - (Circle)  VANS,  BUS,  WAGON,  SEDAN 

NUMBER  OF  VEHICLES  NEEDED  

TIME  NEEDED:  FROM  TO  

DATE  NEEDED  DESTINATION  

PURPOSE: 


SIGNATURE  OF  PERSON  REQUESTING  VEHICLE  DATE 


DEPARTMENT  HEAD  APPROVAL  DATE 


COMMENTS : 


THE  NORTH  CAROLINA  SCHOOL  OF  SCIENCE  AND  MATHEMATICS 


44F 


Rate  requested 

LOCATION 

DEPARTMENT 


WORK  ORDER  REQUEST 


DESCRIPTION  OF  WORK  TO  BE  PERFORMED 


I "OFFICE  USE  ONLY" 

I 

DATE  RECEIVED  ________ 

REFERRED  TO:  

DATE  REPAIRED  _______ 

DEPT.  NOTIFIED  

NO  CHARGE  CHARGE  $ 


SIGNATURE 


BUSINESS  OFFICE  APPROVAL 

COPIES  TO:  PLANT  MAINTENANCE  SUPERVISOR 
BUSINESS  OFFICE 
REQUESTING  PARTY 


1/81 


« 


. 


